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SECTION I - GENERAL 


A. 


Cae 
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The purpose of the agricultural conservation association (herein- 
after referred to as "association") shall be to cooperate with 


the Secretary of Agriculture of the United States, (hereinafter 
referred to as the "Secretary.of Agriculture") the Agricultural 
Adjustment Administration, and other agencies ‘of the Department of 
Agriculture in carrying out, in accordance with the applicable laws, 
regulations, rules, and official instructions, the provisions of 
Sections 7"to 1’, inclusive, of the Soil Conservation and Domestic 
Allotment Act; the Agricultural Adjustment Act of 1958, the Federal 
Crop Insurance Act, the Sugar Act of 1957, and any amendments to 
such acts, and such other Acts of Congress as the Secretary of Agri- 
culture may designate. The association shall not engage in any 
other activity. - 


The State agricultural conservation committee will arrange for the 
holding of district or county meetings in the fall of each year for 
the purpose of discussing the functions and organization of the 
county agricultural consetvation associations and the election fared 
Committeemen for the following calendar year. Community election 
meetings will be held in the months of November and December within 
inclusive dates set by the State agricultural conservation committee. 
After the community elections the county convention will be held for 
the purpose of electing the county committee to serve in the fol- 


‘lowing calendar year. The county convention must) de held within 


the month of December in order that the newly-elected county com- 


mittee may assume its duties on January 1. 


SEOTION IT = LOCAL ADMINISTRATIVE AREAS 


Ae 


B. 


General. 


The county may be divided into local administrative areas, herein- 
after referred to as communities. Community boundaries shall be 


‘ @etermined upon the basis of one or more minor Civil divisions, ex- 


cept that upon recommendation by the county committee and approval 
‘by the State committee a community may include a combination of the 
bona fide farming areas of parts of one or more minor civil divi- 
sions of a county. The present established commmity boundaries 
for the respective communities will be maintained without change 
from year to year unless reallocated by the Secretary of Agricul- 
“ture, on recommendation of the county and the State connittees. 


Form ACP-80, Conmunity Boundaries ¥ 


1. This formis-to be prepared ‘anvually, well in’ advance of the elec- 
tion of Colmunity conmitteenen, and-should. be subriitted to the 


State Committee not later than November 1 of each year for approval 
on behalf’ of ‘the Secretary of Agriculture. “Its purpose is to give 


_ identifying ‘names or numbers to the various communities in a county 


and to show certain data -in connectioti with such communities as 
well as a map of the county on which the proposed community lines 
are drawn. 
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The form will be prepared in triplicate by the current county 
Committee. The original and two copies shall be transmitted, 
with accompanying county maps, to the State committee. 


(a) Enter in the spaces provided therefor the name of the county 
and State. 


(bv) In the column titled "Name, Letter, or Number of Community" 
enter on a separate line for each community the name, letter, 
or number used (or, in the case of a new community or one 
whose boundaries are being revised, intended to be used) to 
identify the community. 


(c) In the column titled "Number of Farms in Community" enter 
the number of farms in the community, which number, in most 
cases, will be the same as the number of work sheets filed 
in the current year. 


(d) In the column titled "Number of Work Sheets Filed During 
Current Year" enter the total number of work sheets filed 
by farmers in the community under the agricultural conser- 
vation program for the current year. 


(c) In the column titled "Estimated Number of Applications for 
Payment During Current Year' enter the number of applica- 
tions for payment which the county committee estimates will 
be submitted by farmers in the community. These are to be 
reckoned by the number of executed applications and not by 
the number of applicants signing same. Only initial appli- 
cations aro to be counted or estimated; supplemental or ad- 
justment applications shall be disregarded. 


(f) The chairman and secretary of the current county committee 
shall sign the form in the spaces provided for their signatures, 


Form ACP-80 will be examined by the State committee and, if found 
to be in order, the first copy thereof will be returned to the 
county committee with a copy of the Articles of Association, 

Form ACP-71, Revised, indicating approval on behalf of the 
Secretary of Agriculture of the association for the following 
year and the communities comprising the same. 


Not less than ten days prior to the date of the community election 
meetings the secretary to the county committee shall give public 
notice of the designation and boundaries of each community com- 
prising the association. This may be done by posting a copy of 
the approved form ACP-80 at the county office in a conspicuous 
place accessible to the general public and a copy at some central 
place in each of the approved communities. There shall likewise 
be posted with Form ACP-80 a statement outlining the boundaries 

or the area included in the respective community. In addition 
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to such postings, as much publicity as possible should be 
given to the members of the association through newspaper 
items, radio announcements and any other available means, 
provided no advertising expense is incurred. 


SHOTION III - COMMUNITY EDUCATIONAL AND ELECTION MEETINGS 
A. General 


1. prior to the election of community committeenen for service in 
the following calendar year, the county committeo should arrange 
for and schedule a series of educational meetings. It is desir- 
able that one such meeting be held in each community and that a 
member of the county committee attend each meeting. Notice of 
these mectings should be publicised well in advance of the meet- 
ing date by any reasonable means available to the county committee. 
The purpose of such meetings’ shall be to acquaint producers 
with the provisions of the proeram(s) .to be acministered by the 
association in the ensuing year and to explain the functions and 
duties of the local and county representatives to be elected by 
members of the association at the forthcoming community elections. 


2, Community meetings for the election of delegates to the county 
convention and members of the community committee will be held 
in the month of November or December within inclusive dates set_ 
by the State committee. The time and place must be suchas to. , 
afford a full opportunity for participation in the election by.~ ; 
all eligible farmers. If, because of inclement weather or any 
other sufficient reason, the attendance at the election meeting 
in any community is not fairly representative, as to numbers, of 
the members of the association residing therein, the meeting 
should be postponed by the chairman to a later date to be set by 
the secretary to the county committee. In the case of post- 
ponement full notice of the date and place of the subsequent 
election meeting must be given in the manner hereinafter prescribed. 


3 At loast ten days prior to the date of the community election 
meetings, the secretary to the county committee shall post in a 
conspicuous place accessible to the general public in or near 
the office of the county committee, and in at least one such 
place in the community, a notice of the date, hour, place, and 
purpose of each community election meeting. In addition to such 
postings, as much notice as possible should be given to the members 
of the association through letters, newspaper items, radio an- 
nouncements, and any other available means, provided no adver— 
tising expense is incurred. | : 


“B, -Bligibility to vote. 


_Any person who is participating or cooperating on a farm in the 
community in any program developed under any of the acts of Cong- 
ress enumerated in Section I-A hereof and any person who has a 
snterest in a farm in the community and avers his intention to 
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Cooperate in a program administered by the association in the 
following calendar year shall register his name, tenure status and 
mailing address on the "Register of Members", thereby becoming a mem- 
ber of the association and eligible to vote at the community 
election meeting. Each member of the association shall be entitled 
to only one vote. Any person who owns or operates farms or range 
land in more than one community shall be permitted to vote at 

only one community election meeting and must vote in a community 

in which he owns or operates a farm or range land. Voting by 

proxy or by mail shall not be permitted. 


C. Qualifications for delegates and committeemen. 


ny 


Any member of the association otherwise qualified shall be eligi- 
ble to serve as delegate, alternate delegate, community or county 
committeeman, or alternate community or county committeeman, only 
if such member (1) is engaged in farming or ranching in the com- 
munity and county and derives a substantial part of his income 
directly from farming or ranching; (2) is a resident of the 
community or county for which the delegate, committeeman, or 
alternate is elected; (&%) has during the current yedr qualified 
for a payment in connection with the Agricultural or Range Con- 
servation or Sugar Programs, currently administered by the associ- - 
ation in the community or county for which the delegate, com- 
mitteeman, or alternate, is elected; (4) is not holding any 
Federal, State, or major county office filled by an election 

held pursuant to law, or is not or has not been during the cur-_ 
rent year and does not become a candidate for any such office; 
(5) is not and has not been during the current year and does not 
become the officer or employee of any political party or politi- 
cal organization; (6) has not been removed, for cause, from office 
as delegate, committeoman, officer, or employee of any associa- 
tion or like organization or from public office, and has not been 
Convicted of any fraud, larcency, embezzlement, or felony, unless 
such disqualification mentioned in this item (6) is removed by 
the Agricultural Adjustment Administration; (7) is not a member 
of the State committee. 


Any member of the association. otherwise qualified who has been 
elected as a delegaté to the county convention may also be elected 
as a member of the community or county committee but, when a 
member of the comiunity committee becomes a regular member of 

the county committee, he shall cease to be a member of the com- 
munity committee. Exception; In any county in which there is 
only one community committee, the community committee shall also 
be the county committee. 


D, Election procedures 


dis 


The chairman (or, in his absence, the vice chairman) of the cur- 


rent community committee shall act as chairman of the community 


election meeting; he shall designate a person to act as secretary 
of the meeting and may designate one additional person to assist 
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* the secretary. in issuing, collecting and counting ballots. It is 


suggested that the persons who are to act as Chairmen of the 
respective community election meetings meet in the office of the 
County committee prior to the holding of any community election 
meetings, for the purpose of studying the Articles of Association 
and election instructions in order that they may understand the 
procedure to be followed in conducting the community election 
meetings and the proper execution of Form ACP-S1. 


The Articles of Association, Form ACP-71, Revised, should be read 
to those persons in attendance at the community election meeting, 
at the start of the meeting, with particular emphasis placed upon 
the articles and sections thereof relating %o0 the purpose of the 
association, qualifications for membership, eligibility of com- 
mitteemen, delegates and officers, restrictions on political ac- 


tivity, duties of committeemen, Gelegates and officers, and voting. 


After a clear explanation kas been given to those present as to 
the qualifications for membership and the rules of eligibility of 
committeemen and delegates, the chairman shall direct the secre- 
tary of the meeting to ragister each qualified member by securing 
his signature, tenure status and mailing address on the "Register 
of Members." 
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Blection of delegate 


he 


The members of the association present at the community election 
meeting shall, if there are two or more communities in the county, 
first elect a delegate to the county convention. The election of 

a member as delegate will in no way affect his eligibility for elec- 
tion to any position on the community of county committee. 


Persons nominated as delegate shall be voted upon by written secret 
ballot. If one of the nominees for delegate receives a majority 
of all votes cast on the first ballot, he shall be declared elec— 
ted. In case no nominee receives more than one-half of the total 
number of votes cast on the first ballot, a second ballot shall 

be talcen on the two nominees who received the highest number of 
votes and the nominee then receiving a majority of the votes cast 


” 


shall be declared elected. 


The procedure prescribed above for the nomination and election of 
a delegate shall be followed by the nomination and election of an 
alternate delegate. The alternate delegate shall serve whenever 
the delegate is absent or unable to serve. 


Flection of community committeemen 
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Following the election of a delegate and alternate delegates to the 
county convention,members of the association present at the commun- 
ity election meeting shall proceed to elect in the following order 
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and under the procedure prescribed for the election of delegates and 
alternate delegates, a chairman, vice-chairman, a third regular mem- 


‘ber, a first alternate member, and a second alternate. member of the 


community committee. The first alternate member of such committee 


shall serve at any time when any regular member of the committee 
is absent or unable to serve. The:second alternate member of such 


Committee shall serve in the absence or inability to serve of any 


“regular member when, at the same time, the first alternate is ab- 


sent or unable to serve or is serving for an absent member. 


Any member or alternate member of a community committee subsequently 
elected as a regular member of the county committee shall, upon 
assuming his duties as a member of the county committee, cease to 

be a member or alternate member of the community committee, and 

the resulting vacancy shall be filled pursuant to article IV, sec- 


tion 6, of the Articles of Association. The election of a member 


or alternate member of the community committee to serve as an 
alternate member of the county comnittee will not create a vacancy 
in the community committee. 


G Minutes of yr Community e lection meeting 
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The results of the community election meeting shall be certified 
on Form ACP-81, the purpose of which is to make available in 


‘Division and State offices the names and mail addresses of the 


farmers elected at the community election meeting as delegate, 
alternate delegate, committeemen and alternate committeemen. It 
will be prepared in triplicate and signed by the chairmen and 
secretary of the election meeting. The secretary of the county 
association will transmit the original and first copy to the 
State office and retain the second copy in the files of the as- 
sociation. 


(a) Enter in the spaces provided therefér the name of the 
County and State. 


(b) Enter in the body of the form in the blank space . 
_ following the words "was held for" the name, letter or num- 
co> ‘ber of the community and, in: the spaces pravided therefor, the 
-" tate upon whieh the community election meeting was held and 
the number of farmers present who were eligible to vote. In 
the spaces provided therefor shall be typed the name and mail 
address of each farmer elected, the number of votes received 
by each and the total number of votes cast for such office. 
After the form is completed it shall be certified by the 
Chairman and the acting secretary of the meeting. 


In certifying the eligibility of the members elected as delegate, 
alternate delegate, community committeemen, and alternate commun- 
ity committeemen, it is required that the chairman and acting sec- 
retary making the certification have personal knowledge of such 
eligibility under Article V of the Articles of Association (Form 
ACP-71, Revised). 


BES. x 


ioe) 


where necessary, a secretary to the community committee may be 

selected by the members of such committee, but shall receive no 
pay for services rendered in that Capacity. It is recommended 

that the community committee select as its secretary the person 
later to be selected as the secretary to the county committee. 

In such cases the notation "Secretary to the County Committee" 

should be entered in the space provided for the name of the 


Secretary to the community committee. 


4, At the conclusion of the community election meeting, after the 
election of the delegate, alternate delegate, committeemen and 
alternates, the following forms shall be prepared and transmitted 
to the office of the county committee, 


(a) "Register of Members" - original only. 


(b) Form ACP-G1 - original and two copies, all to be 
signed in the spaces provided by the chairman and 
secretary of the community election meeting. 


SECTION IV - COUNTY CONVENTION 
AS 6General . 


1. As soon as practicable after the holding of the community election 
meetings, the members elected as delegates to the county convention 
Shall convene for the purpose of electing members and alternate 
members of the county committee to serve in the following calen- 
dar year. The date, place, and hour of the convention will be 
designated by the secretary to the current county committee and 
adequate notice thereof, in writing, shall be given to each of the 
delegates from the respective communities. In the event any dele- 
gate is unable to attend the convention, he should notify the al- 
ternate delegate fron his community to attend and serve in his 
stead. The convention shall be held in the month of December at 
the office of the county committee or at some other central and 
accessible place and shall be open to the public. 


2. ‘The chairman (or, in his absence, the vice chairman) of the current 
county committee and the secretary thereto shall act as chairman 
and secretary, respectively, of the meeting of the delegates to 
the county convention. If the secretary to the current county 
Committee is unable to attend or there is a vacancy in that of- 
fice, the chairman shall designate an employee of the association 
or one of the delegates to act as secretary of the meeting. 


3, As soon as the meeting of the delegatés has been calledito order 
by the chairman, the secretary shall call the roll of delegates 
from the names reported in the minutes of the several community 
election meetings (Form ACP-81) and shall prepare a list, AB 
triplicate, of the names of those in attendance on the "Report 
of Election Meeting of Delegates to County Convention, Form ACP- 
82. The word "alternate" should be entered opposite the name of 


Se 


each alternate delegate attending the meeting and serving instead 
of ‘the delegate from his community. The name of each delegate not 
present at the meeting should be listed beginning with line 21. 

A majority of the delegates (an alternate serving shall be counted 
as a delegate) shall be necessary for a quorum:to transact any 
business. x 


Members and alternate members of the county committee shall be 
elected from among those members of the association who are beyond 
any question eligible under article III, section 1, and article V, 
section 1, of the Articles of Association (Form ACP-71, Revised) 

to serve as committeemen. In any county in which there is only 
one Community committee, the community committee shall also be the 
County committee. (Experience indicates it to be desirable that at 
least one member of the current county committee be elected for 
service in the following calendar year. It is recommended that the 
entire membership of the county committee be composed of members 

of the association who have rendered satisfactory service as county 
or community committeemen in the current year or have been elected 
as community committeemen or alternates for service in the follow- 
ing calendar year.) 


It is highly desirable that each of the members of the county com- 
mittee shall be interested in farming or ranching in a different 
geographical section of the county. 


The delegates to the county convention shall first elect the regular 
member of the county committee who is to be its chairman. Members 
of the association nominated for chairman shall be voted upon by 
written secret ballot. If one of the nominees for chairman re- 
ceives a majority of the votes cast on the first ballot, he shall 

be declared elected. In the event no nominee receives more than 
one-half of the total number of votes cast on the first ballot, a 
second ballot shall be taken on the two members who received the 
highest number of votes and the nominee then receiving a majority 

of the votes cast shall be declared elected. 


The procedure prescribed for the nomination and election of the 
Chairman of the county committee shall be followed in the nomina- 
tion and election successively of the second regular member who is 
to be the vice chairman, the third regular member, the first alter- 
nate member, and the second alternate member of the county committee. 


The first alternate member of the county committee shall serve 
whenever any regular member is absent or unable to serve; and the 
second alternate member shall serve in the absence or inability 
to serve of any regular member when, at the same time, the first 
alternate member is absent or unable to serve or is serving for 
an absent regular member. 
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If the delegates to the county convention fail to elect a county 
Committee on the first day of their meeting, they snall meet again 
on the following calendar day other than Sunday. Should such 
delegates fail to elect a county committee on the second day, they 
shall automatically cease to de delegates to the convention and 
the alternate delegates shall become the delegates to’ the 
convention. A meeting of the new delegates shall be called in the 
manner prescribed herein for calling a meeting of delegates to a 
county convention and they shall proceed to elect a county committee. 
Should they fail to elect a county committee in the process of 

not more than two meetings held on successive days, they saall 
automatically cease to be delegates and the State committee shall 
arrange for the calling of another election meeting in each com- 


 mmanity in the county for the purpose of electing delegates and 
alternate delegates to another county convention to elect a county 


committee of the association. 

In the event any delegate is ili reasons fails 
to attend either of the first two meeting s and his 
place at such meetings is taken by an alternate delegate, then the 
above disqualifications shall not apply to the delegate bub shall | 
apply to the alternate who teok his piace. 
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. In such instances.the regular delegate would serve at the 
third or fourth meeting. 


how 


In case a vacancy occurs in the membership of the county committee 


‘when no alternate is available to fill such vacancy, the State com- 


mittee will direct the secretary to the county committee to call 

a meeting of the delegates to the county convention for the purpose 
of filling the vacancy existing in the reguiar nembership and the 
vacancies in the panel of alternates. The Celegates to the county 
Convention shall meet only upon call by or upon authority of th 
State committee and shall perform only such duties as are spec i 
Cally set forth in the Articles of Association and these instructions. 
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Immediately following the election and qualification of the county 

committee the secretary to the current county committee shall com- 

plete the preparation of Forn ACP-82 by recording in the spaces pro- 

vided on the back thereof the names and mail addresses of the men- 

bers and alternate members of ected county committee. 

The chairman end secretary of the current county committees shall 

sign the original and two copies of the form in the spaces provided 
nh irst copy to 

copy in the files of 

the association. 


SECTION V - COMMITTEES, OFFICERS, AND EMPLOYEES 


A. 


Organization and duties 
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i. 


The county committee, subject to the general direction and super- 
vision of the State committee and the Director of the Southern 
Division, shall be responsible for the prograns adninistered by 


B. 
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thé AAA in the county. ‘“o member or alternate member of the 
county committee shall be eligible for selection as secretary or 
treasurer of the association or the county committee and shall — 
not be employed as a clerk in the office of the association or as 
a performance supervisor or performance reporter. The county of- 
fice shall be set up on the following basis; 


¢ 


Secretary 


The secretary of the association and to the county committee shall 
be selected by the county committee subject to the approval of the 
State committee. He shall be the executive officer of the associ- 
ation and shall be responsible to the State and county committee 
for the management of the association office and the employment, 
supervision and termination of service of all personnel required 
therein.: : 


Administrative assistant and treasurer 


A county administrative assistant shall be selected by the county 
committee with the prior approval of the State committee. He shall 
serve as treasurer of the association and of the county committee 
and, in counties where the county extension agent is not selected 
as secretary of the association and to the county committee, he 
shall also serve in that capacity. 


Employees of the association 


(a) The employees of the association shall consist of the 
clerical workers in the county office and field employees 
engaged in performance certification, range inspection, 
Crop insurance, commodity loans, or other activities 
authorized by the AAA. The rate of pay and the term of 
employment of such employees shall be determined by the 
county committee subject to the approval of the. 
Agricultural Adjustment Administration. 


(b) No person who is a near relative by blood or marriage 
of a. resular or alternate member of the Board of 
Delegates or of the county committee or of any officer 
of the county committee or of the association of the 
County agent shall be employed by the county association 
in any capacity.: 


Duties of County Committee 
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The county committee, subject to the general direction and super- 
vision of the Agricultural Adjustment Administration, snall be 
generally responsible for the carrying-out of the purposes of the 
association in the county. In so doing the committee shall; 
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Determine farm acreage allotments, goals, n normal yields, crop land 


productivity indices, and other agricul tural facts required under 


the programs formulated unier the statutes listed in Part I hereof 


for farms in the county, in accordance with regulations prescribed 


by the Secretary of Agriculture and instructions issued by the 


es - abébatien Administration. 


Cooperate with the State committee in the selection of a county 
administrative assistant and treasurer and secretary of the associ- 
ation. | 


Prepare and submit semiannually to the State committee a proposed 
budget, outlining in detail the protable expenditures by the assoc- 


‘dation for the periods January 1.throvgh June 30 and July 1 through 


December 31 of each year. 


x the rate of compensation of employees of the association within 
the limits established by the State committee end the ree of 
& Southern Division of the Agricultural Adjustment Administration. 


Supervise and direct the retivities of the community committees 
established in the county and advise with them on ali phases of 
the programs. 


Review and certify, if otherwise correct, prescribed forms filed 
by, or on behalf of, members of the associatior 


Make available to members of tho association and the public author- 
ized information with respect to programs in which the association 
is being utilized. 


Recommend to the State committee changes in boundaries of communities. 
S 


Recommend to the State conmittee changes r additions to programs 
T 


Ln.O 
under the ctahaies listed in Section hereof. 
Conduct such hearings and investigations as the Agricultural Adjust-— 
ment Administration or the State committee may request, or as may 
be otherwise necessary. 


See to it that no committeeman, officer, or employee of the associ- 
ation shall be engaged in any business activity other than ee 

of the association during the hours he is employed or being pai 

for his services by the association; and that no committeeman, 
officer, or employee of the association shall at any time use his 
office or position to promote any private business interest. 


Perform such other duties as may be prescribed by the Agricultural 
Adjustment Administration, including the providing of necessary 
facilities for holding referenda elections and such other meetings 
as requested by the Agricultural Adjustment Administration. 
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C. Meetings of county committees 
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Meet regularly at least once each month, within inclusive dates 
determined by the State committee, to: 


(a) Review the work of the association in the preceding month. 


(b) Insofar as possible plan the work of the association for 
the current month. 


(c) Hear a report by the association treasurer of the collec- 
tions, deposits and disbursements in the preceding month. 


(d) Hear a report by the administrative assistant on the status 
of work in the association office, the efficiency of the 
office personnel and any reduction or increase in personnel 
that may be currently necessary. 


(e) Hear such appeals as may properly come before it for con- 
sideration. 


(f) Transact such other business as required. A majority of the 
members shall constitute a quorum for the transaction of 
business. 


The minutes of the meeting shall be executed in duplicate by the 
Chairman and secretary thereof, the original kept in the files 
of the association and the Copy mailed to the State office if 
requested by the State Committee. 


Duties of officers of the county committee 


The chairman of the county committee shall preside at meetings of 
the county committee and of the association, supervise the work 

of the county committee, certify, if otherwise correct, such docu- 
ments as may require his certification, and perform such other 
duties as may be assigned to him. 


The vice-chairman of the county committee shall, in the absence of 

the Chairman, serve as acting chairman of the county committee and 

in such capacity he shall perform such duties as would be performed 
by the chairman. 


The secretary to the county committee shall be custodian of all the 
records and documents filed in the office of the association. He 
shall: 


(a) Employ the personnel and direct the activities of the county 
association office for the county committee. 


(bd) Maintain an adequate supply of official forms and pamphlets 
required by members of the association. 
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(c) Certify the results of all elections held in the. county or 
communities within the county. 


(d) Give public notice of the designation and boundaries of each 
-community within the county not less than 10 days prior to the 
election of community committeemen and delegates or alternates. 


(6) Cause due notice to be given of all acreage allotments and 
such other information as may be required. 


(f) Make available for public inspection in the association 
office information perteining to each farm within the 


ation except that the information concerning payments shall 
not be made available sooner then 30 days after such payments 
have been reecived by the producers. 


(z) Post consnvicueusiy in the office of the association each year 
the names and addresses of all regular or alternate committee- 
men, officers, and employees of the association, the amount 
received as pay by #ach as such committeeman, officer, or 
employee, and the total amount of the association's adminis- 
trative expenses for that year. 


(h}) Mot furnish or make accessible for copying mail addresses of 
members of the association. 


(i) Give due public notice at least 5 calendar days in advance 
of all meetings of the association, all elections of regular 
or alternate community committeemen and delegates, and all 
conventions of delegates tc clect the county committeemen. 


(j) Perform such other duties as may be assigned to him by the county 
committee or by the Agricultural Adjustment Administration. 


The treasurer of the county committee shall have the custody of all 
funds of the association, and shall disburse such funds only upon 
the authorization of the county committee, evidenced in writing 

on forms prescribed by the Agricultural Adjustment Administration. 
Sich treasurer shall also receive, hold, and account for any other 
funds, negotiable instruments, or property, private or public, as 
provided in applicable rules, regulations or instructions which 
are now or may hereafter become effective, authorizing him to re- 
ceive and so handle such other funds, negotiable instruments, or 
property. Unless otherwise authorized by the State committee, the 
funds of the county association shall be deposited in the name of 
the association at a bank in the same town in which the office of 
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. the association is located or in as nearest bank availa at 
serves the community in which the association office i locat 
Insofar as is practicable any funds received by the treasurer _ 
should be deposited in the association bank account on the sane 
day that the funds are received, The treasurer shall maintain 
in the office of the association a record showing all checks 
issued, name of payee, the date issued, check number, amount of 
check and date canceled, and such other records as may be required — 
by the Division or the State committee. 


5. The county administrative assistant shall, in addition to the 
duties that devolve on him as treasurér and/or secretary of the 
association, (1) manage the association office under the direction 
and supervision of the State and county committees; (2) direct the 
detail work necessary in carrying cut the provisions of the pro- 
grams both in the office and in the field; (3) administer the 
marketing quota provisions of the Agricuitural Adjustment Act 
according to prescribed regulations; (4) report currently to the 
County committee on the status of work in ee heacabistee iS: office and 
the efficiency of each employee therein; (5) thoroughly train 
personnel to perform such duties as assigned them; and (6) assume 
such other duties as may be assigned to him in the administration of 
the programs in the county. 


Ye should know the background and provisions of the agricul- 
tural programs as they apply to the farmers. in his State and, par- 
ticularly, in his county; know and understand the regulations per- 
taining to and the instructions for administering the programs and 
be able to intelligently discuss questions thereon with Bre 
ess Veeemen and county office workers. 


Form ACP-88, REVLBSd Oath ef office and Service Obligation. 


As an evidence of acceptance of the responsibilities of office or 
employment, the chairman, vice-chairman, secretary, and treasurer of 
the county committee and any employee of the association designated 
by the State committee shall each execute Form ACP-88, Revised, Oath 
of Office and Service Obligation, in triplicate, the original to be 
transmitted to the State office for approval and filing, the first copy 
retained in the files of the association, and the second copy retained 
by the signatory thereof. 


Duties of Community committee. 
1. The community committee shall: 
(a) Assist»the county committee in determining acreage allotment 
goals, normal yields, and ‘other agricultural facts required 


under the programs listed in Section I-A hereof for farms ins 
the county — 


(b) Inform farmers concerning the purposes and provisions of pro- 
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grans being administered in the county through the associ- 
ation and assist then in working out a farm plan. 


(c) Assist in arranging for and conducting the necessary Ccommun- 
ity meetings of members of the association. 


(a4) Perforn such other duties as shall be assigned to them by the 
county committee or the Agricultural Adjustment Administration. 


(e) A majority of the members shall constitute a quorum for the 
transaction of any necessary business. 


G. Officers of community committee. 


a 


The chairman of the community committee shall preside at all meetings 
of the community committee and of the members of the association 

in the community. He shall supervise the work of the members of 

the community committee. 


The vice-chairman of the comunity committee shall, in the absence 
of the chairman, perform such duties and functions as would be per- 
formed by the chairman. 


Where necessary, a secretary to the community conmittee may be 
selected by the members of such committee, but shall receive no 
pay for services rendered in that capacity. It is recommended 
that the secretary to the county committee serve as secretary to 
all of the community committees in his county. 


SECTION VI - TERM OF OFFICE, REMOVAL FROM OFFICE, AUTOMATIC TERMINATION OF OFFICE 
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OR EMPLOYMENT IN CASES OF POLITICAL ACTIVITY, VACANCIES. 
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Term of office. 


The terms of office of all members, alternate members, and officers 
of county and community committees shall begin on January 1 next 
after their election unless an earlier date is specified as neces— 
sary for any area by the Agricultural Adjustment Administration 
and shall continue for a period of 12 months or until their respec- 
tive successors have been elected and have qualified. 


The terms of office of delegates and their alternates shall begin 
immediately upon their election and shall continue until their 
successors have been elected. 


Removal from office. 


Any secretary, treasurer, employee of the association, or of any 
of its committees who fails to perform the duties of his office, 
is incompetent, or commits, attempts, or conspires to commit fraud, 
shall be removed by the county committee subject to the approval 


C2 


Be ee 


of the Agricultural Adjustment Administration. If the county com- 
mittee fails to act promptly in such cases the Agricultural Adjust- 
ment Administration shall remove such officer or employee on its 

own initiative. 

Any member of the community committee who fails to perform the dut- 
ies of his office, is incompetent, or commits, attempts, or con-— 
spires to commit fraud, shall be removed by the county committee 
subject to the prior approval of the Agricultural Adjustment Adminis— 
tration. 


Any regular or alternate member of the county committee wno fails to 
perform the duties of his. office, is incompetent, or commits or at— 
tenpts or conspires to commit fraud shall be removed but only by the 
Agricultural Adjustment Administration. The Agricultural Adjustment 
Administration may also remove any regular or alternate member of 
the county or community committee if such action appears to be 
necessary to prevent obstruction or failure or lack of requisite 
success of the purposes of one or more of the programs administered 
by the Agricultural Adjustment Administration. 


In any of the cases mentioned in paragraph 2 or 3 of this section B, 
the committeeman may be temporarily suspended pending an investigation 
of the charges by the State committee, and in case of such suspension 
the committeeman shall perform no official duties for the association 
until definite action on the charges has been taken by the State 
Committee. During the time of the suspension the State committee 

may designate an alternate to perform the official duties of the 
Committeeman who has been suspended, or in the event the order of 
Suspension applies to all members and alternate members of the 

County committee, the State committee may designate a member of the 
association eligible to serve as a county comnitteeman to perform such 
service: 


Any Community or County committeeman or secretary, treasurer, of 
the association or of any of its committees who is removed fron 
office shall have the right to appeal to the Agricultural Adjust- 
ment Administration for review of the facts. Any individual who 
is cleared of charges shall not be considered ineligible for elec- 
tion as committeeman, delegate, or alternate. 


Any regular or altérnate committeeman or delegate or alternate 
delegate shall cease to be such as soon as it becomes evident that 
he cannot qualify for payment under the current agricultural or 
range conservation or sugar program administered by the associa- 
tion in the county. 


Automatic termination of office in case of political activity. 


i 


No person who has been a Candidate during the current year or who 
holds or becomes a candidate for a Federal, State, or major county 
office filled by election held pursuant to law or who is or during 
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the current year has been or becomes an officer or employee of any 
political varty or political organization shall be eligible to 
serve aS a member, alternate member, officer, or employee of a 
county or community committee or as a delegate or alternate dele- 
gate to the county convention. The tenure of office of any such 
Committeeman, delegate, officer, or employee shall be automati- 


cally terminated and a vacancy shall exist as soon as such person 
becomes such a candidate or accepts such a political position. 


The office, clerical, mailing, or other facilities of the associ- 
ation shall not be used for political purposes, nor shall any such 
facility. be. used in any way to support, assist or oppose any 
political candidate or party or for any other purposes than those 
set forth in Section I-A hereof. : 


Vacancies. 


In case of a vacancy in the office of chairman of a county or com-— 
ik committee, the respective vice-chairman shall become chair- 

an; in case of a vacancy in the office of vice-chairman, the third 
Spay member shall become vice-chairman; in case of a vacancy in 
the office of the third regular member, the first alternate shall 
become the third regular member; and in case of a vacancy in the 
office of the first alternate, the second alternate shall become 
the first nilst dan atte Tote eh a that a vacancy occurs in the 
membership of the committee when no 2 Lae is available tori. 
the vacancy, an election to ein uch vacancies as exist shall be 
held in the manner prescribed er tie at a time set by the State 
committee. 


SECTION VII - CUSTODY AND INSPECTION OF BOOKS, RECORDS AND D DOCUMENTS 


A. 
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Custoay. 


All books, records, and documents of the association, including 
canceled checks, check stubs, and copies of deposit slips, shall 
be the property of the Agricultural Adjustment Administration 

and shall be maintained in good order in the office of the associ- 
ation in the custody of the secretary to the county committee. 


Inspection. 


“_. 


The books, records, and documents of the association shall be 
available for examination (1) at all times by officers and 
Committeemen in the performance of their duties and by any 
authorized representative of the Secretary or WrriculLiuresor on 
the Agricultural Adjustment Administration, and (2) at any reason- 
able time by any member of the association insofar as his interest 
under the programs administered by the association may be affected. 
They shall not be available for inspection or examination by any 
other person, except as. herein provided or with the prior approval 
of the Secretary of Agriculture or of the Agricultural Adjustment 
Administration. 
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2. In no instance should an official or employee of an agricultural 
conservation association or any other person take office records 
into court or permit office records to be taken into court ina 
civil suit or testify concerning association matters, without first 
receiving specific authorization from the Agricultural Adjustment 
Administration. If an official or employee of the association 
is requested to testify in an official Capacity or to take county 
association books, records, or documents, into court, the matter 
Should be immediately reported by wire to the Agricultural Adjust- 
ment Administration and the following information transmitted by 
air mail: County committeemen and administrative officers should 
familiarize themselves with 1940 General Letter No. 13 regarding 
the examination of records of the Department of Agriculture or the 
Siving of testimony with reference to the contents thereof. 


Section VIII. Review committee. 


A. Review committees are appointed by the Secretary of Agriculture for the 
purpose of reviewing applications and conducting hearings under section 
363, title III of the Agricultural Adjustment Act of 1938 relating to 
administrative review of marketing quotas for tobacco, corn, wheat, 
Cotton and rice established under said title. 


Membership and qualifications of review committee 


The members of the review committee are recommended for appointment to 
the Secretary of Agriculture by the State committee, and the same 
qualifications for eligibility apply to members of the review committee 
as are established with reference to eligibility of producers to serve 
as members of the county committee. The review committee may serve for 
a county, a group of counties, a Community or a group of communities, as 
recommended by the State committee and approved by the Agricultural 
Adjustment Administration. 


C. Clerk. 


The secretary of the county committee of each county will serve as the 
secretary of the review committee for said county until such time as the 
review committee may designate a clerk. 


D. Compensation. 
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1. The members of a review committee designated in accordance with the 
provisions of the regulations will receive the same compensation as that 

received by members of the county committee through which were established 

the quotas sought to be reviewed. No member of a review committee will 

be permitted to receive Compensation for service as a member of a com- 


mittee for more than 30 days in any one year. 


2. Reimbursement for travel expenses and for per diem salary will be paid by 
the county in which the review committee may be meeting, provided that 
no compensation for travel shall be paid to members of the review committee 


for any travel except such as is performed outside the territory limits of 
the county in which they reside. 
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Review committees will operate under regulations published by the 
Southern Division of the Agricultural Adjustment Administration, 


TION Ix. PROCEDURE FOR HANDLING COLLECTIONS MADE BY THE COUNTY 


ASSOCIATION. 


Eligibility for handling funes. 


All persons making or receivin collections of any kind or handling 
funds in any form as officers or employees of the association must 


first execute Form ACP-88. 


Commodity loan collections. 
1. Form CL-2, Receipt Forn. 


‘a Purpose.--For each fee received in connection with a commodity 
loan program e properly executed receipt on Form CL-2 must be 
issued to the person peying the fee. Receipt Form Ci-2 shall 
be prepared in duplicate end the original thereof must ce 
given to the person paying the Tee. Bech Receipt Form Cl-2 
has a serial number in the upper right-hand comer. The State 
committee maintains a record of the serial numbers of the 
receipt forms furnished to the association treasurer and the 
treasurer is held strictly accountable for all receipt forms 
furnished to him. The receipt forms are in pad form, bound 
in such a manner that one. yellow carbon copy will be made of 
each receipt issued. The yellow copy must be retained in the 
files by the treasurer. 


‘4 «=Entries.--Prepare all receipts with indelible pencil. Make 
certain that a piece of carbon paper is roperly in place be- 
tween the original and the yellow Copy so that one exact copy 
of each. receipt will be made. 


(1) nter the loan serial number in the upper right-hand 
corner on the line headed "Loan Serial No." if the 
loan papers have been completed and a seriel number 
has been assigned.. If the fee is a preliminary fee, 
enter "Prelim.! the abbreviation of the word "pre- _ 
liminary", in the space provided for the loan numbers. 
Enter in the space immediately following the words 
"Commodity Loan Program" the name of the commodity on 
which the loan ig being made. Enter the name of the 
county and State in the spaces proviced therefor, 


(2) Enter in the space immediately following the words 
tReceived of the exact name of the person paying the 

-.» fee. ff the fee was paid from the proceeds of the loan 
by a check drawn by the Commodity Credit Corporation or 
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otner lending agency the borrower shall be listed as the 
person paying the fee. Enter in the space immediately 
following the word "Address" the correct mailing address 

of the person paying the fee or for whom the fee is 

paid. Enter in the space immediately following the 

word "for" the type of the fee. If on this line following 
the word "with" there is a blank space for the entry of 

the year, enter the year of the program for wh 
collection is applicable. Enter in the space 
following the words "commodity loan on" the number of 
bushels and the name of the commodity on which the loan is 
being made, as for example, "300 bushels wheat." Enter 

in the space immediately following the words "identified 

as follows" the serial number of the farm, the location of 
the farm, and the name of the borrower. For example, 

if John B. Smith operating Farm No. 108 in Earrison Township, 
located in the NWz of Sec. 6, is the borrower, entries 

would be made in the space immediately following the words 
"identified as follows" in the following manner: "Farz 
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No. 108 in NWzg Sec. 6, Harrison Township, John B. Smith, 
Borrower." 


(3) Enter in the spaces provided therefor in the lower left- 
hand corner the amount of the fee which has been received 
and the date on which such fee was received. The treas- 
urer of the person who receives the fee for him will 
Sign his own name on the line for signature in the lower 
right-hand corner. If the treasurer reccives the fee 
himself, he will delete the word "for" immediately pre- 
ceding the words "Association Treasurer." 


Disposition of Fees. 


All fees collected in connection with commodity loans must be deposited 
in the regular account of the association. Such fees shall be deposited 
the same day they are received. <A list cf all fees collected must be 
promptly recorded on SR-County No. 2A or SR-County 2B, whichever is 
applicable. 


Recording Fees Collected in Connection with Wheat Loan Progran. 


a. Form SR-County No. 2A. County Office Record of Farr 
Storage Loan Fees Collected. 
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(1) © Perpose--This form shall be used to recoré all fees ecllected in 
-€onnection,. with farm starage loans and will serve as a 
Convenient means for the Commodity Loan Supervisor to ascertain 
whether or not the applicant for a loan has made payment of 
the required fee, or fees, and also as a record of fees paid, 
for the information of the auditor who will examine the 
county association fiscal records from time to time. 
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(2) Enter in column 1 under the heading "Date" the date 
‘on which the Receipt Form CL-2 is executed, 


(3) There will be no entry in column 2 under the heading 
“Loan Serial Number" until after the loan is certified. 
At that time a serial number should be assigned to the 
loan and entered on the applicable line, column a. 


(4) In column 3 under the heading "Name and Address of Loan 
Applicant" enter the name and the address of the pro- 
ducer making application for loan. 


(5) Enter in column 4 under the heading "Bushels in Loan" 
the net number of bushels covered by the loan application. 


(6) Enter in colwan 5 under the heading "Protein Test Fee 
Collected" the total of the protein test fees collected 
in connection with the loan application. 


(7) Bnter in column 6 under the heading "Preliminary and 


Sealing Fees Collected in Cash" the amount of cash col- 

lected at the time the loan application is made, The 

amount entered should include preliminary fees, and 

sealing fees paid in cash or by check, but should not 
-include protein fees collected. 


(8) Enter in column 7 under the heading "Receipt No," the 


number of Form Cl=2 issued to the producer for the fees 
paid as reported in columns 5 and 6, | 


(9) Enter in column 8 under the heading "Fees to be Collected 
from Letter of Transmittal" that part of the sealing fee 
not collected and reported in column 6, 


(10) Enter in column 9 under the general heading "Date of 
Fees Gollected from Letters of Transmittal" and in 
the sub-heading A. B, C, and D, consecutive months 
beginning with the same month as shown in-column l. 
Note: At the time & sealing fee is collected by letter 
of of transmittal, the day of the month and the amount 
shall be entered in the proper. column under the month 

in which such fee was collected, : 

(11) Enter in column 10° ‘under ‘the ‘Heading "Receipt No," the 
number of Form Cl-2, issued to the producer for the fee 
collected by letter of transmittal as indicated in column 9, 


(12) Enter in column 11 under the heading "Remarks" any per- 
tinent information which possibly will be beneficial to 
the county office, 


The Form SR-County No, 24 shall be used as a posting medium 
to Form SR-County No, 3 Revised. 
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(bd) Form SR-County No. 2B, County Office Record of Farm Storage 
Loan Fees Collected. 


(1) 


(2) 


(3) 


(4) 


(5) 


(6) 


(7) 


(8) 


(9) 


(10) 


Purpose,--This form shall be used to réco#d all fees 
collected in connection with warehouse storage loans 
and will serve as a convenient means for the Commodity 
Loan Supervisor to ascertain whether or not the appli- 
cant for a loan has made payment of the required fee, 
or fees, and also as a record of fees paid for the in- 
formation of the auditor who will examine the county 
association fiscal records from time to time. 


Enter in column 1 under the heading "Date" the date on 
which the loan is certified, 


Enter in column 2 under the heading "Loan Serial Number" 
the serial number assigned to the particular loan involved, 


Enter in column 3 under the heading "Name and Address of 
the Loan Applicant" the name and the address of the pro- 
ducer making application for the loan. 


Enter in column 4 under the heading "Bushels in Loan" the 
number of bushels covered by the particular loan. 


Enter in column 5 under the heading "Fees Collected in 
Cash" the amount of fees collected at the time the loan 
is certified, 


inter in column 6 under the heading "Receipt No." the 
number of Form Cl-2 issued to the producer for the fees 
paid as reported in column 5, 


Enter in column 7 under the heading "Fees to be Collected 
from Letter of Transmittal" that part of the total fee 
not collected and reported in column 5. 


Enter in column 8 under the general heading "Date of 
Fees Collected from Letters of Transmittal" and in the 
subheadings A, B, C, and D, consecutive months beginning 
with the same month as shown in column 1. 


At the time a fee is collected by letters of trans- 


mittal the day of the month and the amount shall be 


entered in the proper columns under the month in which 
such fee was collected. | 


Enter in column 9 under the heading "Receipt No." 

the number of Form CL+-2 issued to the producer for the 
fee scollected by letter of transmittal as indicated in 
column 8, 


(11) _ Enter in colwan 10 under the heading "Remarks" any per- 
tinent information which possibly will be beneficial to 
the county office. 


The Form SR-County No. 2B shall be used as a posting medium to 
Form SR-County No. 3, Revised. 


4, Preparation of Form SR-Cownty No. 3, Revised, 


(a) 


(b) 


(c) 


(a) 
(e) 


(i) 


(3) 


Number of copies.--Prepare SR-County No. 3, Revised, in 
quadruplicate (original and three copies). Attach the 
original and two copies to the related ACP-8. 


Enter at the top of the form the applicable month in the 
space which immediately follows "Memorandum Report of all 
Commodity Loan Fees Collected during the Month of gh 


Enter in the space provided the name of the county and 
State and the State and county code number. 


Enter the number of the sheet in the space provided, 


Enter in column 1 under the heading "Date Received" the ap- 
plicable date which will either be the date shown in colunn i. 
of Form SR-County No. 24, column 1 of Form SR-County No. <B, 
or if such fee is collected from a letter of transmittal, or 
otherwise, the applicable date as will be shown in either 
column 9 of Form SR-County No. 2A or column 8 of the Form 
SR-County No. 2B, 


Enter in column 2 under the heading "Receipt Number" the 
serial number of the receipt issued to the loan applicant. 


Enter in column 3 under the heading "Loan Applicant" the 
name of the person making application for loan. 


Enter in column 4 under the heading "Bushels in Loan" the 
number of bushels from column 4 of either Form SR-County 
No, 2A, or Form SR-County No, 2B. 


Biter in column 5 under the heading "Protein Test" the fees 
collected from column 5 of Form SR-County No. 2A. 


Enter in column 6 under the heading "Farm Storage Loans" . 
both the preliminary and the sealing fees collected in 
connection with farm storage loans. Such information will 
be derived from column 6 of Form Sk-County No, 24 and from 
under the applicable sub-heading of column 9 of Form SR- 
County No. 2A. Hntries made in colwan 6 from the prelimi- 
nary fees collected on loans which have not been certified 
should be circled in order that 40 percent of such circled 
items will not be included in the amount claimed in favor 
of the Commodity Credit Corporation on Form ACP-§, Revised, 


Cc. 


in 33: i. "ig 


(k) Enter in column 7 under the Heading "Warehouse Storage" the 
fees collected as are shown ‘in column 5 of Form: “SR-County 
No. 2B, or as are shown under the applicable stb-heading of 
column 8 of Form SR=County No, 2B. 


(1) Exter“page totals for columns 5, 6, and 7 on each Form S§R-County 
No. 3, Revised, and enter the, grand total on the cast numbered — 
Form SR=«County No. 3; ‘Revised. 


(m) The county association treasurer shall sign in the lower 
right-hand corner on the applicable line all Forms SR- 
County No. 3, Revised, which are executed and submitted with 
Public Voucher Form ACP=8, Revised. 


(n) The total of the entries made in columns 5, 6, and 7? shall: 
‘-be in agreement with the anount of fees reported as collected 
in line l(c) of the Form ACP-8, and with the amount of fees 
reported as collected on the 40-Wil-4, plus those fees col- 
lected on loans which vere not certified at the time that 
ths fetes executed, 


(0) Enter in the space provided on each sheet the total number of 
sheets prepared for the month, and arrange the sheets in re- 
‘verse order so that the top sheet hears the same sheet nunm- 
ber as: the entry "Total Sheets". 


Crop Insurance Premiuns, 


Crop insurance premiums are payable at the time and in the manner 
prescribed by the Federal Crop Insurance Corporation, One or more 
persons in the county office who have executed Form ACP-88 shall 
be designated by the county committee to ‘be responsible for funds 
collected for crop insurance premiums and for transmitting all 
such funds: daily to the branch office of the Federal Crop Insur- 
ance Corporation. - Form Cl-2 shall not be used ‘as a receipt for 
crop insurcnce premiums, OROP INSURANCE BONDS SEALL BE KEPT 
ENTIRELY SEPARATE FROM OTHER FUNDS OF THE ASS OCTATION AND SHALL 

IN NO INSTANCE BE’ DEPOSITED IN TH BANK ACCOUNT OF THE ASSOCIATION, 
The cost of obtaining money orders and registering letters used 

in transmitting premiums to the Federal Crop Insurance Corporation . 
may be’ included on Form ACP-9 as a miscellancous item of expense, 
supported by a receipt: from the post office showing that the items 
have actually been paid by the pereay claiming Wa el een kN tit on 
Form ACP-9, 


Marketing Quota Penalties 


Penalties collected with respect to marketing quotas shall be received 
for and on behalf of the Secretary of Agriculture by the treasurer of 
the county committee, who shall issue to the person peu pies the pen- 
alty a receipt Match gs aah on ine presets form, 


- 38 = 
Penalties must be remitted only it Legad tender or by draft, check or 
money order drawn payable to the order of the Treasurer of the United 
States, All checks, drafts or money orders shall be received subject 
to collection and payment at par. Tunis received in payment of penal- 
ties are not to be mingled with other county office funds, but must be 
forwarded on the day of receipt, or not later than the morning of the 
succeeding day, to the secretary of the State committee, who shall 
casue the deposit thereof to the credit of a special deposit account 
with the Treasurer of the United States in the name of the Chief Dis- 
vursing Officer of the Treasury Department. For detailed information 
relative to the handling of penalties and the refunding of amounts 
collected in excess of penalties actually incurred, see the marketing 
quota regulations issued by the Secretary of Agriculture (Cotton 407 
| @ for the 1940-1941 marketing year) and the instructions pertaining to 
| marketing quotas (Cotton 408, Part II, for the 1940-1941 marketing year). 
al 


H. Sale of acrial enlargements, 


All funds collected for aerial photogrephs sold through the county 

yl a office should be deposited in the regular association account and 

an itemized list maintained in the county office showing (1) the 

date of the collection, (8) the name of the person making the payment, 
(3) the number of photographs purchased, (4) the emount, (5) the date 
the order was mailed to the Division, and (6) the amount of the check 
forwarded to the Division with such order, Collections of this type 
should be entered on line 1{c) of Form AGP-8 supported by a memorandun 
stating the amount collected for aerial photogrqas sold. (See Proced- 
ure a Price List Governing Purchase of Aerial Photogrghic Reproduc- 
tions, 


HW, Performance recheck collections. 


Where a producer is not satisfied with all or any part of the perform- 
ance determination for his farm a recheck will be provided by the 
county office upon deposit with the association treasurer of an 
amount sufficient to defray the estimated cost of the recheck to the 
association, A record of all such deposits showing the name of the 
Hy _ depositor, the date and the amount deposited must be maintained by 

the association treasurer. The amount received from the producer 
should be deposited to the credit of the county association account 

i and should be reported on ACP-8, the same as any recular collection, 
In the event the original check of performance is found to have been 
materially in error the amount of the deposit will be returned to the 
producer, The producer's claim should be listed on ACP-9, as a mis- 
cellaneoug item of expense and claimed on the voucher form ACP+8, 
for the current month. Disbursement should be made by the association 
treasurer in the regular manner. 


SECTION X, PERSONAL SURVICHS AND TRAVEL 


A. The State committee will advise the county committee of the maximum 
rates which may be paid and the titles under which payment shall be 
made for personal services, Provision ghould be made for payment 
under such of the following titles as are applicable in the county: 


ales 
apis. 


Soe a= 


Administrative Assistant 

Junior, or Acting, Administrative Assistant 
County Committeeman : 
Community Committeeman 

Delegate 

Referendum Committeeman 

Review Commit teeman 

Senior County Performance Supervisor 
County Performance Supervisor 

10. Performance Reporter. 

ll. Assistant Performance Reporter 

12. Senior Chainmman 

13. Junior Chainman 

14. Chainman 

15. Sr. County Crop Insurance Supervisor 
16, County Crop Insurance Supervisor 

17. Ass't. County Crop Insurance Supervisor 
18. Senior County Range Inspector 

19. County Range Inspector 

20. Ass't. County Range Inspector 

al. Clerk or Stenographer 

ee. Acreage Calculator 

eo, VP, "OLerk, Je. PSteno.. or Se Typist 
24. Junior Acreage Calculator 

25. Ass't. Acreage Calculator 

26. Typist or Under Clerk 

er. Under Acreage Calculator 

28. Junior Typist 

29. Junior Laborer 


OmOonN ron P HOF 


The State committee shall prepare and submit to the county committee 
a list of titles under which payment will be made for personal ser- 
vices and the rate suggested to be paid under each ‘title. 


3. Travel. 


No claim for mileage shall be allowed for travel from point to point 
within the county or counties in which. the association’ operates and 
no Claim for travel to destinations beyond the boundaries of the 
county or counties shall be allowed unless the travel was authorized 
in advance by the State office and a copy of the letter or telegram 
of authorization is attached to the claim. 


Note; Mileage may be claimed only by the officer or employee of the 
association who furnishes the automobile and other officers or employees 
traveling with him cannot claim Compensation on a mileage basis. 

Claims for subsistence must be submitted individually by each person. 


SECTION XI. MISCELLANEOUS CLAIMS MADS ON FORM ACP-9 
A. Equipment. 


No purchase of equipment or office furniture shall be made by the 


id 


MD, 4 


county agricultural conservation association without prior approval 

by the State office. The district supervisor will check with the of- 
ficials of the association any items of equipment which they wish to 
purchase and in accordsnce with the policy of the State committee will 
recommend the approval of the purchase of items actually required for 
the efficient operation of the association by jnitialing the request 
forwarded to the State office. County associations contemplating pur- 
chase of equipment scheduled under U. S. Government contract must place 
orders for same through the State office. See Section XIX... 


office supplies 


“ecessary office supplies may be purchased by the county agricultural 
conservation association without prior approval if within the limitation 
of the approved budget. Groups of counties may pool their orders for 
supolies through the State office for the purpose of realizing a Sav- 
ings in cost. 


Fmployer's liability insurance 


No item of expense for employer's liability insurance. should be incurred 
since officers, committeemen, and employees of county associations are 
eligible to make application for compensation under the Federal 
Employees! Compensation Act in the case of injuries. sustained while 
actually engaged in association work. See Section XV. 


Fire and theft insurance 


Neither fire nor theft insurance should be acauired by the association 
and paid for as an association expense. In the event of a loss by 

fire or theft, the association should notify the State committee of 

the loss, setting forth the facts and conditions under which the loss 
occurred and listing the amount of the loss by objects and value. Such 
statement when approved by the State committee will be forwarded by 

the State committee to the Southern Division, and upon approval by the 
Agricultural Adjustment Administration an additional allotment of 

funds to the county association may be made to take care of the loss 
sustained. : 


Taxes. 


Since county agricultural conservation associations are Federal instru- 
mentalities, the purchase of any goods or service by an association is 
exempt from a State sales or service.tax. Likewise, the equipment, 
supplies, and other property of a county agricultural conservation assoc- 
ation is exempt from taxation by local and State taxing authorities. 


Federal and State taxes on telephone service and tolls and telegrams — 


County associations are not required or permitted to pay Federal or State 
taxes on telephone services or toll charges or on telegrams. 


bi 


SE 
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Rental of space: * 


The association may incur expenses, for rental of space for the county 
office and include claim on Form ACP-9 for payment of rental on such 
space.’ It is desirable that each association secure office space ade- 
quate to the needs of the business of the association. All rental 
arrangements for office space require the approval of the State 
- committee or’ a person designated by such committee to give such 
approval and no claim for rental of space should be included on Form 
ACP-9 unless the written approval accompanies such claim or has 
previously been filed with the State committee. 


ae a. 


Fees for checking. ‘title to wheat offered _as security for a loan 


The cost incurred in: checking the title to wheat offered as security 
for a loan may be paid as an association expense. ; 


Filing or recording fees on chattel mortages executed in connection 
with loans ae. 


‘The cost of filing or recording a chattel mortgage executed in connec- 
tion with a wheat loan may be claimed as an expense of the association. 


Tees for satisfaction of a chattel mortgage on wheat 


The cost of fees in connection with the satisfaction or release of a 
Chattel mortgage on wheat executed in connection-with a loan may he 
paid as an association expense. ia 


Notarial fees in connection with wheat loans 


The cost of notarial fees in connection with the Completion of commod- 
ity loans may be claimed as an expense of the association. Where the 
volume of loans in a county is of such an extent that the cost of having 
a person in the county office qualified as:a notary public will be 
materially less than the amount which otherwise would be paid for 
notarial fees, the expense of having a person so qualified may be 
Claimed as a county association expense. here a person in the county 
office is qualified as a notary public, loan documents must be notar- 
ized without cost. 


- Loans for. the: purpose of paying county association expenses 


Under no circumstances may the county association or any employee 
thereof borrow money. from any individual or lending agency for the 
purpose of paying’ county association administrative expenses. 


CTION XII. INSTRUCTIONS FOR CLAIMING, DISBURSING, AND ACCOUNTIUG FOR 
COUNTY ASSOCIATION 2XPENSE FINDS 


erat 


Forms to be used 


Under the procedure to be followed in connection with the preparation 


and submission of administrative expense statements, the following 
official forms shall be used: 


re ae ee 
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Form ACP-8, Revised -- "Public Voucher for Payments to Agricul- 
tural Conservation Associations or Committees of Producers", 
(hereinafter referred to as either Form ACP-& or "the voucher"). 
Prepare original. - 
Torward original to the State office. 
Torm ACP-S8a, Revised -- "Public Voucher for Payments to Agricul- 
tural Conservation Associations or Committees of Producers" 
(memorandum copy). Prepare four copies. 


Forward three copies to the State office. 


Form ACP-9, Revised -- “Statement of Administrative Expenses", 
Prepare original and three copies. 


Forward original and two copies to the State office. 


Form ACP-10, Revised -- "Statement of Administrative Expenses. 
(continuation sheet)", Prepare original and three copies. 


Forward original and two copies to the State office. 


Form ACP-11, Revised -- "Receipt Schedule".. 
Prepare original and four copies. 


Forward original and three copies to the State orice: 


Form ACP-12, Revised -- "Individual Receipt". 


Prepare original and one copy. 


Forward original to the State office. 


Form ACP-37 -- "Schedule of Exceptions". 
Prepare only in the State office. 


Original and one copy sent to the association. 
Association will attach original to Form ACP-8 in support of 
any reclaim. 


Form SR-County No. 1, Revised -- "Heport by Programs of Collec- 
tions and Expenses", Prepare original and two copies. 


Forward original and one copy to the State OnLLCes 
Form SR-County No. 3 Revised ~- "Memorandum Report of All. Com—- 


modity Loan Fees Collected During Month of sr 
Prepare original and three copies. 


Attach original and two copies to the related ACP-8 forwarded to 
the State office. 
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ii. 


12. 


Pe. eee 


Form SR-County No. 4 --' Monthly Summary of Association Expenses 
by Objective Classification." Prepare original and two copies. 


Forward Original and one copy to the State office. 


Form ACP-21, "Monthly Certificate of Expenses for Personal 
Services." 


Individual claimant will prepare original and one copy, retain 
copy, and forward original to the county office. Do not forward 
any copy of this form to the State office unless requested to do so. 


Such additional forms as may de designated by the State 
office. 


B. Definitions. 


As used herein the following terms shall have the following meanings: 


i. 


Reclaim.-- A reclaim means a claim covering part or all of an 
item of expense which has previously been submitted and disal- 
lowed in whole or in part and which is being resubmitted as a 
claim on Form ACP-9, 


Supplemental Claim.-- A supplemental claim means a claim for 
personal services performed or travel expense incurred during a 
previous month, but which for some reason was omitted from the 
expense statement for the month during which such service was 
performed or travel expense was incurred. No claim covering 
miscellaneous expenses shall be regarded as a supplemental claim. 


Advance payment.-- A claim for an advance payment means a claim 
for services or for miscellaneous items entered on Form ACP-9, 
prior to the date such service is performed or prior to the re- 
ceipt of the miscellaneous items by the association. No claim 
for advance payment will be approved except as indicated in in- 
structions covering the miscellaneous claims. 


C. General procedure for claiming and paying association expenses. 


nn 


On the last day of each month, each person who has performed per- 
sonal services for the association shall file with the association 
secretary a completed and signed copy of Form ACP-21. Hach person 
or firm who has s0ld goods or services to the association for which 
he is entitled to payment shall, prior to the 4th of the following 
month, file with the association secretary in triplicate a bill 

or invoice; except in the case of service contracts for which bills 
are rendered quarterly, semi-annually or annually. Forms ACP-21 
together with all bills and invoices received during the month 
will be used as a basis for the preparation of claim forms ACP-9 
and ACP-10. After all expenses have been listed on Forms ACP-9 


and ACF+10, Form ACP-8 and Form ACP-8a will be prepared.’ 
When completed and properly certified, Form ACP-8, Form 
ACP-8a, Forms AGP-9 and Forms ACP~10, together with Form SR- 
County No. 1, Form SR&-Covnty No. 3, if applicable, Form SR- 
County No. 4, and supporting documents shall be forwarded to 
the State office. Upon receipt of the forms in the State 
office, they will be examined and if found satisfactory, 
Form ACP-8 will be certified for paymeat anc forwarded to 


the regional disbursing office. Paymént will be made on the 


basis of actual expenses as itemized and approved on Forms 
ACP-9 and Forms AGP+10, 


D. Suspensions and corrections of forms ACP-8 and 9. 


1. Suspensions by the State office. 


The State office may, in its discretion, suspend an entire state- 
bla ment of expenses and return it to the association for correction 
and resubmission. 


In the event the entire statemett has been disallowed pending 


the correction of an error, Porms ACP~8 and 9 will be returned to 


the association accompanied by a letter in which the exceptions 
taken are outlined. The statement must be corrected at once and 
returned to the State office. 


2, Corrections by the State office. 


Whenever the error in the statement of expenses or the voucher 
may be corrected by the State office, Form ACP-37, "Schedule of 
Exceptions" will be returned to the association and the account 
approved for payment. 


B. Purpose, Preparation and Distribution of Forms. 


a L, sorm AOP-21 + "Monthly Certificate of Expenses for Personal Ser- 
vices and Travel", . 


S (a) 


(>) 


Purpose.-- This form will be used in the preparation of 
Forms ACP-9 and ACP-10. 


Preparation of Form.-- On the first day on which an associ- 
ation officer or employee renders porsonel services to the 
association in each month such officer or employee shall 
be supplied with a Form ACP-21 on which the county, State, 


‘month, and year, and the name and title of claimant have 
‘been: entered in the county office. The form will be fur- 


nished in duplicate (original and one copy) to each person 
who performs personal services for the association, includ- 
ing all persons who perform services on the Crop Insurance 
Program. It shall be the duty of each employee to make 

the applicable entries at the close of each day on which 
services were performed and transmit the original to the 


oR, 


county office at the end of the month. The person 
preparing the form should retain the carbon copy. 

Every’ person employed by the association must file 

with the secretary of the association at the close of 
business on or before the last work day of each month 

a claim for compensation for personal services ver- 

formed and authorized travel, if any, in connection there-_ 
with, Zhe claim must te filed before the Particular i iten 
of expense may ve listed on Form ACP-9, 


(1) Form ACP-21 shall be used by the employees in claiming 
payments for personal services and authorized travel on 
a wmileage basis and must show the following information: 


a. Under the heading "Personal Services"; each day 
for which compensation is claimed must be shown 
by the cate on which the services were performed 
and the time required therefor expressed as one 
day or a fractional part thereof to the nearest 
quarter, 


b. : Attes the words "Total psec the sum of the en-— 
“tries appearing in the second column must be en- 
tered, ; 


¢. After the words "Rate per day", the rate at which 
the employee was engaged must be entered. (Note: 
Where an employee serves the association in more 
than one capacity during a single monih a separate 
Form ACP=21 must be prepared with resvect to each 
Classification in’ which the employee renders per- 
sonal service. In such cases care must be taken 
to see that there is no duplication in the dates 
on which personal services are rendered. ) 


ips 


After the words "Total amount of personal ser- 
vices, §$ ", the result obtained by multi- 
Biying the "Total days" by the "Rate per day"! 
must be entered, 


&. When mileage is claimed, the destination from 
point to point and the number of miles traveled 
.in reaching the destinations must be shown in 
the third, fourth, and fifth columns opposite the 
applicable dates shown in the first column. | 


Irs 


After the words "Total number os Teak ie sum of 
the entries appearing in the fifth count must 
be shown. 


r) 


(c) 


(a) 


aR ee 
g After the words "Rate per mile", the rate per mile 
approved by the State committee must be shown, 

Note: Mileage may be claimed only by the officer 
or employee of the association who furnishes the 
automobile and other officers or employees travel- 
ing with him cannot claim compensation on a mileage 
basis, 


D. After the words "Total esmount travel, $ " "_", the 
result obtained by multiplying the "Total number 
miles" by the "Rate per mile" must be entered, 


i. Under the heading "Nature of Work Performed", a 
description of the work performed on the date for 
which compensation is claimed (this description 

does not mean the title or designation of the 
employee) and the number of units completed must 

be shown; e.g., "Measurement of two farms, 640 acres." 


J. No erasures on Form AOQP-21 will be permitted. If 
erroneous entry is made a new form must be prepared, 
a line should be drawn through the entry and correct 
entry made above, Such changes or alterations must 
be initialed by the claimant. 


After all other entries have been made on Form ACP-2l 
the claimant shall affix his (or her) signature in 
othe space provided in the manner in which such per- 
~~~" son's name is carried on the employment rolls of the 
association, 


ig 


If Form AGP-21 is not filed with the se¢retary of the associ- 
ation prior to the time Form ACP~9 is prepared with respect to 
the month in which the services and authorized travel were 
performed, the claim may be listed as a supplemental claim on 
Form ACP-9 prepared for the month in which Form ACP-21 is 
actually filed. 


2. Forms ACP-9 and ACP-10-- "Statement of Administrative Expenses", 


PURPOSE.—- These forms shall be used to itemize all expenses 
incurred during.a.month in connection with the administration 
of the Agricultural Conservation Program and other programs 
administered by the association in the county. An item of 
expense will not be allowed unless a claim for such expense 
is listed on Forms ACP-9 or ACP-10. Form ACP-10 is to be 
used when there is not a sufficient amount of space on 

Form ACP-9 to show the names of all persons making claim 
for personal services and travel. in such cases, as many 
sheets of Form ACP-10 shall be used as are necessary to 

list all claims for personal services and travel. Form 
ACP~9 will always be the top sheet, 


(b) 


Boy. ts ewe 


PREPARATION OF FORM.-- Prepare Forms ACP-9 and ACP-10 in 
quadruplicate (original and three copies of each form). 
Retain one copy and forward the original and two copies to 
the State office. 


(1) Heading. 

a. Enter in the spaces provided the name of the as- 

~ gociation, the name of the county, the name of 
the State, the month to which the Form ACP-9 (or 
10) relates, the date prepared, the statement 
number (which for 1940 shall be the letter B fol- 
Towed by the number and name of the month, e.g., 
E-~2 February) the sheet number, the number of 
sheets and the State and county code number. 


(2) Personal services and use of automobile on mileage basis. 


Enter in column (1) the names of employees of the 
association who have filed Form ACP-2l with the 
secretary of the association. The names of claim- 
ants (employees) shall be grouped by titles and 
listed in alphabetical order; that is, all county 
committeemen shall be listed in alphabetical order, 
all community committeemen shall be listed in al- 
phabetical order, all performance reporters shall 

be listed in alphabetical order, and ‘the names of 

all other na sae Shall be listed by titles in 
alphabetical order. The employee's name shall be 
listed, surname, given name and middle initial, if 
any, oe Doe, John J. Do not enter the name of 

any officer, committeeman, or employee of the associa- 
tion who has not filed Forms ACP-21 prior to the 
preparation of Forms ACP-9 and ACP-1O for the month. 
If any such officer or employee does not file ACP-21 
prior to the preparation of Forms ACP-9 and ACP-10 
for the month, his claim for payment shall be entered 
on the next month's statement of expenses as a supple- 
ment, provided ACP-21 has been filed by the time Subd 
statement is prepared. 


Re 


b. Enter in column (2) the title of the employee whose 
name appears on the same line in column (1). The 
title to be entered in column (2) must correspond 
exactly with the title indicated on the list of 
approved titles and rates of oxponditures. 


ine) 


Enter in colunn (3) opposite each title of each 
employee the dates upon which services were per- 
forned as shown on Form ACP-21 under such title. If 
a person worked on several consecutive days under 
one title, inclusive dates may be shown. . For ex- 
ample, if John Doe worked on March 1, 2, 3, 4, 5, 
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and 6, the dates may be shown as "1-6," If claim 
is made for a fraction of a day, the fractional part 
of a day followed by the hours involved shall be 
shown, in parentheses after the date on which the 
services were performed. For example, if claim is 
made for 1/4 day on March 10, claim for such fractional 
day shall be expressed as follows; 


u10 (1/4 - 8:00 A.M. - 10;00 A.M.) Claims for 
fractional days shall be expressed as 3/4 days, 1/2 
days, or 1/4 days. No fractional days less than 1/4 
day will be allowed. If a claim is submitted for work 
performed on a holiday or Sunday the secretary and the 
chairman of the association shall indicate on Forms 
ACP-9 or ACP-10, or on an attached memorandum, "work 
was necessary and was actually performed on Sundays 
and holidays as indicated! Whore for a particular 
month a Claimant was employed every day except 
Sundays, the notation "All days except Sundays" may 
be entered in lieu of the actual days. 


Enter in column (4) opposite cach title of each 
employee the total number of days for which such 
employee is claiming payment under such title. 
The entry in column (4) must equal the sum of the 
days employed as indicated. 


Hnter in column (5) opposite each title of each em- 
ployee the rate of payment per day for such employee. 
The rate per day under any title mst not exceed 

the rate shown in the list of approved titles and 
rates of expenditure for such title. 


Enter in column (6) the result obtained by multiply- 
ing the entry in column (4) by the entry in column (5). 


Enter in the heading of column (7) immediately below 
the words "auto miles" the rate per mile which is al- 
lowed for travel. Under no circumstances must this 
rate exceed the anount set forth in the list ap- 
proved by the State Committee. Enter opposite each 
title of each employee in column (1) the number of 
miles traveled during the month for which payment is 
to be made, as shown on Form ACP-2l. No entry shall 
be made in column (7) unless the employee has been 
authorized to incur expenses for travel under the 
title for which travel is claimed. 


Enter in column (8) the result obtained by multiplying 
the entry in column (7) by the rate per mile shown 
in the heading of colum (7). 


(3) 
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i. Enter in column (9) the sum of the entries in columns 
“O) and (8), 

j. When all entries have been made on Form ACP-10, add 
the amounts shown on each sheet of Form ACP-10 and 
carry the total for all sheets to the top of Form 
ACP-9 opposite the words "Brought Forward". 

Miscellaneous.---Enter on Forms ACP-9 under that part of 


the form entitled "Miscellaneous" all expenses other than 
expenses for personal services and for travel. 
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Miscellancous claims.-- Claims for commercial services, 
supplies, and equipment shall be entered in the name 
of the person or firm who will receive payment from 
the treasurer of the association. Such claims shall 
show the nature of the services, kind of matcrial 

and quantity, the price per unit, and the total cost. 
Claims for bank charges for which the debit slips 

have been furnished to the association since the prev- 
ious Form ACP-9 was prepared should be included even 
though no check will be issued to the bank for such 
charges. Clains for equipment mist show whether the 
Clain is for purchase or for rental of the equipment. 
In all cases where equipment has been rented, there 
must be shown the inclusive dates for which the 

rental is claimed. In all cases the serial nunber 

of machine equipment rented, repaired or purchased 
must be shown on the statement. 


Receipts in support of miscellaneous claims. -- 
Original receipts are required in support of all 
expenses in oxccss:of.$1, which havo been-paid with 
personal funds. by tho:-treasurer, authorised officer, 
ennpioyae, pr“nenber of the association. “Sich recdipts 
musv de attached to the original of Form ACP-9 and 
must be signed by the person or firm to whom payment 
was made and must show the date the purchase was 
made, the number of units purchased, the cost per 
unit, the total cost, and the name of the person 
who paid the claim. 


Bills and invoices in support of miscellaneous claims. 
Commercial bills or invoices are required in support 
of all claims in excess of $1 for purchase of supplies 
or equipment or for commercial services. §uach bills 
or invoices must be itemized as to the number of units 
purchased, the cost per unit, and the total cost. In 
cases where bills or invoices are not itemized, the 
articles purchased or services rendered must be item- 
ized on Form ACP-9. Bills or invoices should be pre- 
sented for payment upon printed bill-heads of the per- 
son or firm furnishing the equipment, supplies or 
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services and must be dated. In cases where a bill or 
invoice is furnished which is not on a printed billhead, 
such bill or invoice must bear the signature and title 
of an authorized representative of the person or firm 
from which the purchase was made. Claims in fayorrof 
the Commodity Credit Corporation for wheat loan fees 
transmitted must be supported by a copy of Form 40-WL- 
GsL,etter of transmittal. 


Bxceptions -~- 1. Miscellaneous claims for bank 
charges for the month covered by Form 
ACP-9 may be entered on Form ACP-9 in 
advance of payment of such claims 
without being supported by an invoice 
or debit slip. Wo day of the month need 
be entered in column (1), the name of 
the month being sufficient. 


2. <All claims for postage including claims 

~- Gn amounts of less than $1 must be sup- 

ported by itemized invoices or itemized 
recoipts. 


d. Special Atens «- 


1. Bank charges for checking accounts should 
appear in the name of the bank. In such 
cases a bank invoice or debit slip must be 
attached, Bank chargés on checks payable 
to the association should be treated as 
an association expense and entered as a 
claim on Form ACP-9 for the applicable month. 


2. Postage. - All claims for expenditures for 
postage must have been entered in the name of -- 


i. The person who made the purchase from the 
post office (such claim must be supported 
by an itemized receipt from the postmaster 
or other representative of the post office). 
or 


ii. The organization from which the postage 
was purchased, if the bill for stamps has 
not been paid (such claims must be sup- 
ported by an itemized invoice), or 


iii. The officer or employee of the association 
in cases where such person personally paid 
for postage bought from some organization 
other than the post office (such claims 
must be supported by an itemized receipt 
signed by an officer of such organization) ,or 
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the name of the postmaster in cotton counties 


~ 4n connection with Business Reply Cards, 


prescribed for use by buyers in submitting 
reports under the Cotton Marketing Quota 
Regulations. 


The name of the postmaster in cotton and to- 
baceo counties in connection with an advance 


claim for registered mail feos for mailing 
_ marketing quota review committee determina- 


tions as prescribed in the Regulations. 


: 3. Telephone and Setetey -- 


Claims for telephone service and toll calls 
charged to the telephone of the county as- 
sociation must be entered in the name of the 
telephone company and itemized invoices must 
be attached. If the first day of the rental 
period comes during the month covered by Form. 
ACp-9, the rental claim shall not be consid- 
ered as a claim for advance payment. 


Claims for office telephone services charged 
to a telephone other than a telephone listed 
in the name of the association must be sup- 
ported by an itemized statement from the 
telephone company showing in detail the 
obligation of the Association. 


If telephone calls were made from pay stations, 
the ¢laim for such calls must be entered on the 
statement in the name of the individual making — 
the calls. If the total amount was over $1 and 
no receipt could be obtained, a memorandum 
supporting this entry should be prepared 
showing the date, whom called, subject, and 
amount. The memorandum must be signed by 

the individual making the calls and approved 

by an officer of the association. 


Charges for telegraphic service must, in all 
cases, be supported by copies of the messages 
which mist show the date of sending and must 


pertain to the business of the association. 


If the cost of the telegram exceeds $1, a 


receipt must, be submitted in addition to a 


copy of the telegram. <A copy of the telegram 
bearing a receipt thereon is acceptable. 
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4. Coupon books. -—— No claim shall be submitted for a 
coupon book unless and until all services or sup- 
plies covered by such coupon book have been re- 
ceived by the association. 
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Rental of equipment, end office space,.-~— ‘shere 
equipment, or office space is rented, all claims 
for the rental thereof must show the inclusive 
dates for which such rental is claimed. The first 
day of the inclusive dates shall not be subsequent 
to the last day of the month covered by the cur- 
rent voucher nor shall the final day of the 
inclusive date extend more than 30 days beyond 

the last day. of the month covered by the current. 


Exception --i. An exception to the above rule is a claim 
~ against the association for United States 
post-office box rental. Such a claim may 
be paid for the usual billing period, usually ~ 
quarterly, and is not limited to 30 days 
beyond the lest day of the month covered by 
the current voucher. 


6. Equipment service contracts. -- In tne case of 

"service contracts covering equipment owned by an 
association, it is suggested thet the association 
require the firm supslying. the maintenance ser- 
vice to agree to render the bill for service quar— 
terly, semiannually or annually. after the services 
have been rendered and thus simplify payment of 

_Charges for such services. 


7. Where suoplies or equipment have been purchased 

oY equipment rented, from an officer or employee 
of the association, the claim must be. supported 
by a certification by the Secretary end the chair- 
man of the association, indicating that the sup- 
plies or equipment were necessary and tnet the 
equipment rented or purchased, or suoplies pur- 
chased, were not otherwise available, and that 
such equipment or supplies were personally owned 
by such employee or officer, and that the price 
paid is entirely fair and reasonable. 


Subsistence: --Claims may be made for actual expenses for 
meals and lodging not to exceed $4.00 for any one day 

while on official travel.outside of the county. Under the 
sub-heading "Nature of Service or Kind of Material", insert 
"Trevel - Details Attached". A complete statement of 

actual expenses incurred, signed by the individual incurring 
the expense, must be attached to Form ACP-9 and approved 

by the secretary of the Association. 
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e. ‘Transmitting fees to the Commodity Credit Corvoration. 
At the end of each-month and as soon as practicable 
after the preparatiom of Forms ACP-8 and ACP-9 for 
‘such month, the treasurer of the county association 
shall examine $R-County No. 3, Revised, in order to 
determine the amount of fees recorded thereon, due 
the Commodity.Credit Cor:oration. 


1. The association treasurer will transmit a check 
~ . to the Comhodity tredtt Corporation, Washington, 
D. C., for an amount equal to 100 percent of 
column 5 (protein testing fees), plus 40 percent 

of those fees collected on certified loans as 
shown in column 6 (Farm Storage Fees), plus 40 
percent of column 7 (Warehouse Storage Fees) 
‘plus 40 percent of those preliminary fees pre- 
viously collected and reported on loans certified 
during the current month. 


2. Form 40-wWi-65 (for the crop year 1940) shall be 
used by the association treasurer in transmitting 
‘these. funds to the Commodity Credit Cor: oration. 
‘The form shall be executed in sextuple (original 
and 5 copies). The fourth copy of this form 
shall accompeny Form ACP-& and related forms 
submitted by the county office to the State of- 
fice for the month. The original and. remaining 
Copies shall be held in the county office until 
receipt of the acoroved Form ACP-9 from the State 
office. Upon receipt from the State office of 
the approved Form ACP-9 the associstion treas— 
urer will transmit the original end first copy 
together with a check in the total amount repre— 
sented on Form 40-"L-6 to the Commodity Credit 
Corporation, Washington, D. C. A return ad-— 
dressed franked_envelove shall be enclosed. The 
secoud and third copies shall be transmitted to the 
State office. The fifth copy shall be retained in 
the county association files. The Commodity Credit 
Corporation, ubon receipt of the funds, wii sign 
and return the. receipt to the county association. 
Such receipt when returned to the county associa-— 
tion shall be attached to the original copy of the 
related Form ACP-11 which accompanies the subsequent 
month's Form ACP-8. 


f. Supplemental Claims and Reclaims. 


1. If an-item of expense has been previously submit— 
ted on Forms ACP-9 or ACP-10 and disallowed in 
whole or in part, it may be reclaimed on a subse— 
quent Form ACP-9 or ACP-10-,, unless the State of-— 
fice has indicated on Forr, ACP-37 that such item 
is not reclaimable. A separate sheet of Forms 
ACP-9 or ACP-10 for such month should be used for 
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the reclaim or supplemental anne An adequate 
explanation must: accompany. the reclaim to show 
when it was first claimed, and the reason why 
the reclaim was made, The original copy of the 
related Form ACP+37 must accompany the reclain. 
For example, if John A, Doe worked 7 days in May 
at $4 per day as county committeeman and if the 
entry in column (3) of Form ACP~10 for May showed 
the 7 days upon which Mr, Doe performed service, 
but the entry in column (4) of Form ACP-10 showed 
only 5 days and the payment received was hag a 
reclaim may be made as followss- Ks ie 


i, Enter in column (1), "John A. Doe." 
ii. Enter in column (2), "County committeeman." 
iii. Enter in column (3), an explanation in the 
following style: "7 days claimed on May 
Form ACP-10 but pay was received for only 
5 days." 
iv. Enter in column (4), the figure "2," 
v. Enter in‘column (5),"$4.00." 
vi. Enter in colum (6),"$8.00." 
vii. Enter in column (9),"$8.00." 


The Form ACP-10 upon which such reclaim is shown 
shall bear the "Statement No." of the current 
voucher with which it is submitted followed by 
the word "Reclaim", and in the place provided 
after the words For month of", there shall be 
entered the name of the month serine which the 
expense was incurred, In the example case, the 
entry would be "May", The total for the current. 
month shown in column (9) of the top sheet of 
‘Form ACP-9 shall include the total of elit e+ 
claims and supplemental claims, 


If an item of expense for personal services or 
travel was not previously claimed on Forms ACP-9. 
or ACP-10, such expense shall be treated as a 
supplemental claim. For example, if John A, Doe 
worked 7 days in May, but Form ACP-9. or ACP~10 
for May showed only 5 days in columns (3) and (4) 
and payment was received for only 5 days or if an 
item of expense was inadvertently omitted, such 
claims shall be submitted on supplemental Forms 
ACP~9 and ACP~10, In each case care must be ex- 
ercised that the days or items included in the 
supplement have not previously been claimed on 
Forms ACP-9 or ACP-10. A complete explanation 
shall be inserted on Forms ACP~-9 or ACP~10 in- 
dicating the nature of the supplemental clain. 
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Sheets of Forms ACP-9 and ACP-10 on which sup~ 
plemental claims’ are listed shall be numbered 

and prepared in the same manner as that indicated 
in the preceding paragraph except that the 
"Statement No." shall be followed by the word 
"Supplemental" instead of the word "Reclain", 


3. Where a-reclaim for expenses incurred during a 
previous month is attached to the March state-— 
ment. of expense or where a supplemental claim 
is made in March for expenses incurred during a 
prior month;'-ssparate sheets of Forms ACP~9 or 
ACP-10 shall be prepared for such reélaim or sup- 
Plemental éxpenses, These separate sheets shall 
be numbered the same as other Forms ACP~9 and 10 

for the month, except that the number shall be fol 
lowed by the notation "Reclaim! or "Supp."", rea 
spectively, and the name of the month to be entered 
in the space "for the month of! shall be the month 
in which the expense was incurred. 


& Add all entries in column (9) and insert the total at 
the bottom of the sheet opposite thw word "Total", 


he. Review all entries and computations on Forms ACP-9 and 
ACP-10 to insure accuracy. Vill in the heading of 
Forms ACP-9 and ACP-10, 


i, After all entries on Forms ACGP-9 and ACP-10 have been 

verified, the secretary or acting secretary and chair- 
man or vice chairman of the association shall sign at 

the bottom of Form ACP-9 (original and all copies) in 

the spaces provided for their signature, 


If there has been a change in the office of chair- 
Man, vice-chairman, or secretary of the association 
since the submission of Forms ACP-9 and ACP~10 for 
the previous period, the State office shall be noti- 
fied of such change in order that there may be no 
questions concerning the certification of Form ACPH9, 
Such nottfication. shall be in the form of a statement 
signed by two members of the county committee, If 
Form ACP~9 ig Signed by the acting secretary there 
mustebe attached a statement by two members of the 
county committee indicating that such person is author~ 
ized to sign as acting secretary, 


S. Forms ACP+1l1 Revised and ACP-19 Revised, "Receipt Schedule" and 
"Individual Receipt", . 


(a) Forms ACP~1l and ACP+12 shell be used to obtain a receipt from 
all payees who receive payment for personal services, travel, 
supplies, rent, or equipment from the association. 


(b) Prepare Form ACP~11 in quintuple (original and four copies). 
Retain one completely signed copy and forward the original 
and three copies to the State office, including the com- 
pletely signed original and all copies certified by the as- 
sociation treasurer. Prepare separate sheets of Form ACP-11 
for cases covering supplemental claims and reclaims, Prepare 
Form ACP-12 in duplicate (original and one copy). Retain 
the copy and forward the original to the State office.: . 


(1) Heading of Form ACP411: 


(2) 


(3) 


Be 
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Enter in the spaces provided the name of the associ= 
ation, the name of the county and State, the month, 

the receipt number (which is the same as the state- 

ment number) end the State and county code from the 

related Forms ACP~9 and 10. 


Enter in the spaces provided the sheet number of the 
Form ACP-11, the number of sheets of Form ACP-1l 
prepared for the month, and the date the Forms ACP-11 


-are prepared, 


Enter in the blank space, after the words "from" and 


to" respectively, the first and last day of the per~ 


jod covered by Form ACP-11, Such period shall be the 
seme as that covered by Forms ACP-9 and ACP-10 upon 
which the items were claimec, 


Names and amounts. —- Starting with sheet number 1 of Form 
ACP-10, enter on Form ACP-11 in the same manner and or- 
der as the names appear on Form ACP-10 the name of each 
person for whom a claim has been made for administrative 
expenses, and enter in the second column of Form ACP=11 
the approved amount of expenses for such person as shown 
on the copies of Forms ACP-9 and ACP-10 returned by the 
State office. Continue through all sheets of Forms ACP-9 
and ACP-10 until all names and amounts have been listed 
on Form ACP-1l. Where an asterisk (*) appears opposite 
an amount in column 9 of Forms ACP-9 or ACP-10 enter 

on Form ACP-11 the amount shown on Forms ACP-9 or 

ACP-10 as submitted. However, if an entry has been 
corrected in red ink, use the corrected entry. 


Form ACP-12: 


After the words "Received of" enter the name of 
the treasurer of the association. 


After the words "Treasurer of the "enter the name 
of the association. 


(4) 


(5) 


ceipts obtained therefor, 
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g& Enter over the word "County" the name of the county 
in which the association is located, 9 = 


a. Enter over the word "State" the name of the State 
: in which the association is located, sh 


e. Enter after the words "The sum of" the amount of the 
“claim due the peyees shown on the approved Forms 
AGP-~9 or ACP-10, For example, "Bight and 23/100." 


£. Enter after the words "During the month of" the name 
of the month and the year shown on Forms ACP~9 and 
ACP-10 upon which the claim was listed. 


g Enter over the word "Amount" the amount of payment 
due the payes. For example, "$8 and 23/100." 


h. Enter over the word "Date" the date the Form ACP+12 
was prepared, ' ; 
i. The payee will sign the blank space over the words 


"Payment received by! and if he is acting in a 
representative capacity he will enter his title 
over the words "Title or identification," 


Disbursement of Funds, ~~ When a United States Treasury 
check for county association expenses is received by 

the treasurer of the association, he should immediately de~ 
posit the check in the asscciation account in the bank ~ 
and draw individual checks to the payees listed on the - 
receipt schedule (Form ACP-11). In the preparation of 
individual checks to the payees listed on the Receipt 
Schedule Form AGP-1l, he should follow the method of 
numbering individual checks outlined by the State office. 
When the treasury check has been deposited, checks due 
all payees (except payeés who died or are absent from 
the county) shall be distributed immediately and all re- 


‘Signatures: ++ 


&. Checks delivered in porson. = When a check is deliv- 
ered to a payee, obtain his signature in the right- 
hand column of tho original and first copy of Form 
ACP-11, Care shall be exorcisod to make certain 
that the payoe signs Form ACP~1l in the samo style 
as his or her name appears in the first column of 
Form ACP-11 and in tho samo stylo as his or hor name 
appoars on Forms ACP-9 or ACP~10, for oxamplo, if 
tho namo on Form ACP-10 is "Doo, Agnos" sign Form 
ACP-11, "Agnes Doe" and not "A, Doe," "Mrs. James 
Doe," or "A. Dy Doe. s 
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Ghecks for county association expenses sent through 
the mail’: 


1. In all cases where a check for county associa- 
tion expenses is mailed to a payee, the original 
and one copy of Receipt Form ACP-1lé should ac- 
company the check. The payee should be requested 
to sign both copies of Form ACP-12 and to return 
them to the treasurer imnediately. 


ii. If the copies of Form ACP-12 are properly signed 
and returned, a notation shall be entered on all 
copies of Form ACP-11 in the following form; "See 
Form ACP-12 attached." 


iii. If the payee does not return a Form ACP-12 prop- 
erly signed, the canceled check may be used in 
lieu thereof. In such cases the canceled check 
shall be securely fastened to the original Form 
ACP-11, and a notation shall be inserted in the 
right-hand column of all copies of Form ACP-1l 
in the following form; "Canceled check No. -- 
attached.'' In such cases a typewritten copy of 
the canceled check should be retained in the 
county files, Such duplicate check shall not 
be signed, but the name of the treasurer shall 
be typed in the space provided for his signature. 


Check for services or goods delivered to a representative 

of payee. 

i. Agents for an individual: In many cases a person 
other than the payee is authorized to receive pay- 
ments on behalf of a payee and to sign receipts 
therefor. In such cases there must be evidence 
authorizing the representative of the payee to re- 
ceive such checks. In the case of an agent there 
must be a power of attorney, authorizing the agent 
to receive the check. The agent shall sign Form ACP-1ll 
as follows: 


"Thomas A. Brown, 
By Mary Brown!" 


A power of attorney is not required in the case of 
claims other than claims for personal services and - 
travel, submitted in the name of an individual but 

for which the check is delivered to and receipt is 
signed by some other person whom the treasurer believes 
to have authority to act for the claimant. In such 
cases the person receiving the check for the payee 

will sign Form ACP-11 or Form ACP-12 as above. The 
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following i8 a saaple copy of a power of attorney 
which may be used to authorize a person to receive 
a check on behalf of the payee: 


POWER OF ATTORNEY 


BEN Se at. 19-3. 
(Date) 
I hereby authorize-----------+-+~+---~-~~-- to receive a 
chethe fotiGenaeee eon , drawn payable to me by the 
treasure rot tha) 3-4. =.--<5-5 County Agricultural 
Conservation Association for services performed during 
os lealeataaiaetadianiaaiestesieatadaaieatedsaiaiebedtaeeteteteceteteteeten nd to sign a receipt 


(Month-Year) 
in my behalf. 
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A new power of attorney must be prepared each month if 
the check for the individual is delivered to the agent 
each month, No officer or employee of the association 
may receive a check on behalf of the payee. 


ii. Deceased or Incompetent Payees. - If the payee 
has died or has been adjudged incompetent and 
Semoone hss heen. authorised te raceive- payments 
in his behalf, a certified copy of the court 
order shall be attached to the original Form 
ACP-11. The short certificate Form \WA-327 may 
be used for this purpose. The representative — 
authorized by the court shall sign Porm ACP-11 
in the following style: 


= 


"C. B. Brown, Executor of 
the estate of 
Thomas A. Brown, Deceased." 


If no person has been appointed by a court of 
competent juridi¢ation to administer the 
estate of a deceased or imcompetent payee a 
Standard Form 1055 prepared in accordance with 
the regular claims procedures (SRC-301) should 
be submitted to the State office. The State 
office will then advise the association 
treasurer of the manner in which the funds in 
question may properly be disbursed. 
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Corporations or firms. -- No authorization 

is necessary in cases where a check is deliv- 
ered to an officer or employee of a corporation 
or firm. In such cases the recipient of the 
check shall sign the Form ACP-11 in the name of 
the corporation or firm followed by his own 
name and title. For example; 


"John Jones Publishing Company, 
By James Smith, Treasurer." 


iv. Garnishment Proceedings. -- No court has 

. ‘jurisdiction to issue an order directing the 
treasurer of the county association to pay 
over amounts of money; due an employee of the 
association to a judgment creditor, and no such 
judgment will be recognized, since the check 
and funds are in the control of the Government 
until the check kas been negotiated by the 
payee, Attemote to obtain such orders of court 
will de resisted by the respective United States 
attorney, if brought to the attention of the 
Southern Division in time, as an obstruction to 
the operation of a local instrumentality of the 
Federal Government. 


v. In all cases where a power of attorney or 
court order is necessary, such document should 
be prepared in triplicate (original and 2 
Copies). The original and one copy of such 
forms shall be forwarded with the. original 
Form ACP-ll. The second carbon should be 
retained in the county office files. 


Signatures by mark, -- All signatures by mark "X" on 
Forms ACP-1ll or ACP-12 must be witnessed by only one 
witness (unless otherwise provided by State law). 


Check cannot be delivered. -- In some cases it may be 
impossible to disburse funds in connection with claims 
appearing on Forms ACP-9 and ACP-10. For example, if 
the payee has left the county without leaving a for- 
warding address or has not given anyone a power of 
attorney to receive his check and give a receipt 
therefor, or if the payee died or was declared incom- 
petent and no representative has been appointed to 
administer his estate, or sone other event has happened 
which makes it impossible to deliver the check to 

the payee, an explanation shall be. given on Forms 
ACP-11 or on a memorandum attached to Form ACP-11, 
indicating the reason why the check cannot be delivered 
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to the payee. Delete the name of such payee and the 
amount appearing opposite his name on Form ACP-1l by 
drawing a line th Lrough such entries in such a manner 
that the name and amount remain legible. 


f. Receipts for previous months. -- If it was impossible 
~ to deliver a check to a payee during a previous month 
and if such check was delivered during the current 
month and a receipt obtained therefor, the name of 
such payee shall not be entered on Form ACP-1l for 
the current month. In such cases a signi Forn 
ACP-11 shall be prepared and marked "K-1 January- 
Supp." or "H-2 February - ~Supp.*, etc., as the case 
may be. The entry in the space following the words 

"the period from" shall be the name cf the month 
Shown on Forms ACP-9 or ACP-10 upon which the clain 
was approved for paynent. 


a. Where signatures have been obt 
listed on Forms ACP-9 and ACP 
the total shall be obtained for all amounts appear- 
ing in the second column of Forn eee such total 
to be entered on the last line of the last sheet of 
Form ACP-ll. The Form ACP-11 shall be attached 
to the voucher (Form ACP-8) and the expense state- 
ments (Forms ACP-9 and ACP-10) for the current 
month when such forms are forwarded to the State 
office, unless the State office has requested that 
Form ACP-ll be transmitted immediately upon conple- 
tion of such form: 


ained for all payees ‘ 
-10 for a single month 
r 


b. In cases where all signatures have been obtained, 
except those which cannot be iL prior to sub- 
mitting the current month voucher totel shall be 
obtained for all amounts shown on ‘Wo ACP-11 for 
wniich receipts have been obtained. The remaining 

entries on Form ACP-11 will be deleted and a memoran- 
dun of explanation covering such deleted items, indi- 
Cating the reason why receipts could not be obtained 
from the payees, shall accompany Form ACP-11 + the 
State office. Whenever the name of ap 
amount anpearing opposite his name on Form ACP-11 is 
deleted hy drawing a line through such entries, it is 
odorant that the total in column (2) on th 
on which the name appears, the total carried forward 
to the next sheet and the grand total on the top sheet, 
be corrected to show only the amount which has been 
receipted for. The correction mist be mede on the 
original of Form ACP-11 and all copies of the forn. 
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Note: If a check issued in payment of association ex- 
pense has not been presented for payment at the ex- 
piration of 60 days after the date of issuance, the 
association, treasurer will issue a "stop payment" 
notice to the. bank and will.attach to.the stub of 
such check the bank's written receipt of such "stop 
payment" notice. The amount of the check will then 
become an unobligated balance. Should the claim sub- 
sequently be presented it may be resubmitted as a 
supplemental clain. 

Cc. When signatures of payees have been obtained on supple- 
~ mental Forms ACP-11, a separate total shall be obtained 
for each supplemental For m ACP-ll. For example, if 
during the month of June shape ee were obtained for 
obligations incurred in March, April, and May, a sepa- 

rate supplemental Form ACP-11 shall be. prepared for 
each month. Such. supplemental Forms ACP-11 shall be 
forwardec to the State office with the voucher. 


(7) Verification 18 -+ When all signatures have been obtained 
'.’ on. Form ACP-11 every entry shall be very carefully examined 
to ascertain that it meets the requirements heretofore 
set forth. Every precaution should be taken to avoid 
Roce fe the State office since such suspensions 
require many. changes both in the voucher. (Forn ACP 8) 
and in the Peneant Schedule (Form ACP- Hse 


(8) The. certification. -- The. signature a the treasurer 
shall be entered on all. copies of Form ACP-11 in the 
space provided therefor. It is very important that this 
signature be identical with the.name of the treasurer 
as it appears on the official records of the association, 


Forms ACP-8 and ACP-8a--. "Public Voucher for. payments to Agricul- 
tural Conservation Associations or Committees of Producers". 


(a) Purpose. -- This form is the voucher used to eartify daaunty -- 
association expense payments. Payments are certified in favor 
of the treasurer of an association for Pate aaa to the per- 
sons who are entitled to receive such payment 


(b) Preparation of Form. -- Prepare Form ACP-8 in quintuple (origi- 
nal on Form ACP-8 and four copies on Form ACP-8a). Retain one 
copy of Form ACP-8a in the county office and forward the origi- 
nal (Form ACP-8) and three copies of Form ACP-8a to the State 
office. 


(1) Heading on Form ACP-8: 
a. Make no entry after the letters "D.0. Vou. No." 


b. Enter, after the word "No." in the upper right-hand 
corner of the forms, the statement number appearing 


FS 


ime) 


he 


|9 


ie 


Body 


[ 
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on Forms ACP-9 and ACP-10, such number to be followed 
by the name of the month. Enter immediately below 
such number the State and county code. For example, 


"H-2, February" "w-3, March"! 
(74~062) (74-062) 


and so forth. 


Enter opposite the title "JU. S. Department of Agri- 
culture, A.A.A.", the words "Southern Division." 


Make no entry after the word "Appropriation". 


Enter after the words "The United States, Dr., 

To" the name of the treasurer cf the association, 

followed“by the abbreviation "Treas.'', the name of 
the county and the abbreviation "Co. A.C.A.", for 

example, "John A. Doe, Treas., Adams Co., A.C.A." 

The name of the treasurer must agree exactly with 

his name as it appears on the official records of 

the association. 


Enter opposite the word "Address", the address of 
the association. The address shall include the 
post office box mumber or the street number of the 
building or any other designation which will assist 
in ldcating the association office. 


of Form ACP-8: 
Change the language of line 6 to read as follows: 


Amount of expenses for period (as per Form ACP-9, 
Revised, attached) ." 


=D eo 


(b) For the purpose of illustrating the procedure for making the 
entries on lines 1 through 7 of Form ACP-8, the following 
example will be used; 


Date Submitted........ piaeebo Gor B25,500 6a4250 17-459 8.5.80 Ooo 
MOREE COVered ie 45 sea March April May June July August 


Ls Balance to be 
accounted for. 
(a) Unexpended balance 4 
previous voucher SURO Seer @ae' 20 (ise o73l gy 18  $, 400 


(b) Checks received 0 500 600 ‘6 (392) 600 
: | (690) 

(c) Collections 0 0 3 10 e) 0 

(otaligzst<vedé 0 500 Gees WSBN0w1, 100° 4 eee 


2. Expenditures this 
period (as per Forms 


ACP-11 and -12 attached) 0 480 550 65 700 1,000 
3. Amount of payments 

unexpended 

(1-1 minus 1-2) _ 0 20 73 18 400 9) 
4, Amount of unpaid 

obligations 0) 20 65 400 400 ) 
5. Amount. of unobligated 

balance (L-3 minus IL-4) e) ) 8 -382 0 0 
6. Amount of expenses for 

period (as per Form 


ACP_9 attached) 500 600 400 700 ‘600 700 


7. Amount. of payment re- 
quired (L-6 minus L-5 


(3) Execution of lines 1 through 7 (See the foregoing example): 


a. Enter on line (a) the same entry which appears in 

~ line 3 of Form ACP-8 for the previous month, or if 
Form ACP-37 was prepared for the previous month, 
the entry in line 3, Section II of Form ACP-37 should 
‘be shown; for example, the entry on line l(a) for 
the March Form ACP-8 is zero. The entry for the 
Aoril voucher is zero. The entry for the May voucher 
is $20.00, which entry’ is the same as the entry ap- 
pearing in line 3 of the April voucher. 
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Enter on line 1(b) the check number and the amount of 
the check(s) received by the treasurer of the associ- 
ation for expenses avproved on the voucher for the 
previous month. ‘The name of the disbursing officer 
who drew the check for association expenses shall also 
be shown on line 1(b). In the example above, the 
entry on line i(b) of the March voucher is zero: the 
entry on the April voucher is $500.00; the entry on 
the May voucher is $600.00; the entry on the June 
Voucher is $0: the entries on the July voucher are 


‘$392.00 and $690.00; and the entry on the August 


voucher is $600.00. It will te noted that the entry 

on line 1(b) for the June.voucher-is zero. This is 

due “to the fact that the ‘chécik Covering administrative 
expenses for the month of May had not yet been received 
by the treasurer by the time the june voucher was pre- 
pared. The entries on line 1(b) for the July voucher 
Show thet the checirs for May and June expenses were both 
received during the previous month; therefore, a separate 
entry is shown on line 1(bd) for each check. The amount 

of the check should agree with the amount shown on line 9 
of the copy of Form ACP-8 for the previous month which 

waS approved by the Stete office and returned to the 
association. If the disbursing office sends a check 
which is in an amount other shan that aopearing on line 

2 of the copy of Form ACP-8, return the check to the 

State office with a request that the disbursing office 
issue a check in the correct amount. When the check is 
returned to the State office, enclose a Copy of Form 
ACP-8 and a copy of Form ACP_S? if such form was prepared, 
to assist the disbursing office in locating and correcting 
the error. The disbursing office will cancel the erroneous 
check immediately upon receipt thereof and will issue and 
mail to the treasurer of the association a.check in the 
correct amount. 


¢- Enter on line l(c) the amount of Collections made by 

~ the treasurer of the association since the date that 
the last voucher was submitted to the Stete office. 
Collections may arise from: 


1. Service and sealing fees Collected in connec~ 
tion with the wheat loan progran. 


In 


Collections in connection with performance re- 
checks. Such collections must be itemized on a 
separate mnenorandun showing the name of the per— 
Son <rom whom the collection was made, the amount 
of the collection and the date the collection 

was made end date deposit was made to the associ- 
ation account. 


S. Collection: sroa sale of aerial enlargements, 


- 


pope ae 


cv 


Vit 


EL o 


Collections from sale of old equipment or other 
property which the State committee has authorized 
to be sold. 


5. Refund of overpayments made to persons or firms 
‘listed as claimants on Forms ACP-9 and ACP-10. 
-In all cases where an amount is shown on line l(c) 
arising from a refund of an overpayment, there 
must be attathed to Form ACP-8 a statement ex- 
plaining such collection in detail giving the 
following information; 


The name of the payee to whom the associa- 
tion made overpayment. 


The objective and program Classification 
against which the amount of the overpayment 
was charged and the applicable amount charged 
to each. : 


The sheet number, line number, and state- 
ment number of Forms ACP-9 and ACP-10 on 
which claim was listed. 


The amount paid to him in error and the amount 
of the collection. 


The reason why the collection was made. For 
example, a June voucher shows a collection of 
$10. An explanation similar to the following 
shall be prepared: 


"Payee, John J. Doe--Crop Insurance Adjuster. 
1940 Crop Insurance Program, sheet 5, line 3, 
Form ACP-10, Statement No. 3-2, February; $10 
excess payment made and $10 collected. Error 
was discovered on Form ACP-21 showing that 
Jonn J. Doe did not perform services on Febru- 
ary 7 and 8 as shown on Forms ACF-9 or ACP-10 
for February 1940. The amount of the collec- 
tion also appears on line 5 as part of the un-~ 
obligated balance. NOTE: Crop insurance prem- 
iums and marketing quota penalties collected 
shall be kept entirely separate from other 
funds of the association and shall in no 
instance be entered on line l(c) of Form ACP-8 
or Form SR-County No. 1, Revised, or be handled 
through the regular bank account of the 
association. 


Complete information concerning amounts col- 
lected as service fees and sealing fees in 
connection with the wheat loan program will be 
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reported to the State office on Forms SR-County 
Yo. 3, "Memorandum Report of all Commodity 
Loan Tees Collected during Month of he 
which shall be mailed to the State office at 
the same time Form ACP-8 and related forms are 


mailed. 

d. Enter in the space following the "S$" on line 1(c) of 
Form ACP-8, the total of the entries shown on lines 
l(a), DCUb)eseracee.. 

Enter on line 2 the amount for which receipts are be- 
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ing submitted to the State office with the current 
voucher or for which Forms ACP-1ll have been transmit- 
ted to the State office since the previous Form ACP-8 
was submitted. This amount will be the total appear- 
ing on Form ACP-11, for which acceptable receipts have 
been obtained. If supplemental Forms ACP-1l are sub- 
mitted with the Form ACP-11 for the previous month, 
enter on line 2 of Form ACP-8 the sum of the accept- 
able receipts on all supplemental Forms ACP-11 and the 
acceptable receipts on Form ACP-11 for the previous 
month. When an overclaim on Forms ACP-9 or ACP-10 

is discovered before payment has been made to the 
payee and before a receipt for the amount of the 
original claim has been signed by the payee, the 
amount of the receipts for the month will be less than 
the amount approved on Forms ACP-9 and ACP-10. The 
balance which is unexpended because of the overclaim 
will be included on line 3 as an unexpended balance 
and on line 5 as an unobligated balance. If there is 
an overclaim and a collection for a single month, an 
explanation of the entries on line 2 and line 5 shall 
be given in the following form: 


RE: @xplanation of collection, overclaim, and unobdligated balance on 
May voucher. 


Line Uc) ~ COLLECTION 
Payee, Mary A. Jones - Agricultural Conservation Program. 
Sheet 4, Line 7, Form Neoe, Statement No. E-3 March. 
$3.00 excess payment made and 43.00 collected. 


Mary A. Jones did not work on March 4 as reported on Form 
ACP-10. 


Le. ot eal ol 


(a) 
(>) 
(c) 


(a) 


(d) 


— 


{0% 


= 63 - 
OVER CLAIM 
Payee, Office Supply Co. 
heet 5, line 12, Form ACP-9, Statement No. E-4, April. 


Claim for $5.00 for two quires of stencils canceled when 
stencils proved unsatisfactory and were returned before 
payment was made. 


UNOBLIGATED BALANCE 
GColtectienbas errorecn Yorn! ACP-lO» <<-<.5--——=~4-—- $3.00 
Overclaim --- Merchandise returned ----~~--~------- 5,00 


Unovligated balance ------~---~-------- 8.00 


(1) If receints were obtained for the full amount approved 
on the previous voucher, tne total amount of such re- 
ceipts shali be entéred on line 2. 


(2). if receipts have not been obtained for the full amount 
approved on the previous voucher the total amount for 
which receipts have been obtained shall be entered on 
line 2. Of course, in this type of case it will be 
necessary to give an adequate explanation indicating 
the reason why the remaining receipts could not be 
obtained. In the example previously shown, of the 
$500.00 received for March expenses, $480.00 was 
disbursed and acceptable receipts obtained therefor. 
The entry of $480.00 is shown on line 2, leaving an 
unexpended balance of $20.00, with $20.00 of obliga- 
tions remaining unpaid. During the next month 
receipts were not obtained for the $20.00 but re- 
ceipts were obtained for $550.00 of the $600.00 of 
the April expenses, so that the entry on line 2 shows 
$550.00. The entry on line 2 for the June voucher 
shows $65.00, which is composed of $20.00 for the 
March expenses and $45.00 ($50.00 overclaim) for the 
April expenses. Receipts of these amounts ere shown 
on supplemental Yorms ACP-11 attached to the Tune 
voucher. The entry on line @ for the July vouwcher 
shows $700.00 which covers the $700.00 of expenses for 
June, The entry on line 2 for the August voucher shows 
$1,000.00 of which covers expenses for May and $600.00 
of which covers expenses for July. 


The entry on line 3 shall be obtained by subtracting fron 
the total on line 1 the entry on line 2. 


Enter on line 4 the amount of.all obligations which sre 
listed on spproved Forms ACP~9 end.acr-10 for all 


» Bae oe 


months previous to the month covered by the current 
voucher, for which acceptable receipts have not been 
submitted to the State office or which are not at- 
tached to the current voucher and which are still due 
at the time the current voucher is submitted. The 
amount of unpaid obligations shall not include any 
expenses previously submitted and disallowed nor shall 
there be included any amounts which have been allowed 
but which have been found to be overclaims before pay- 
ment was made. If the treasurer has disbursed all of 
the funds received in connection with the voucher for 
the previous month, but has not received receipts for 
all such funds disbursed, the amount for which such 
receipts could not be obtained will be included as 
unpaid obligations of the association. The amount to 
be shown on line 4 will be the total of all approved 
amounts shown in column (9) of Forms ACP-9 and 
ACP-10 for all months prior to the month covered by 
the current voucher, less the amounts which have been 
accounted for in one of the following ways: 


By béing included in the amount entered on | 
line 2 of a previous Form ACP-& supported by 
acceptable receipts and approved by the certi- 
fying officer. 


[I~ 


[9 


By being included in the amount entered on line 
2 of the current voucher and supporte ae by an ac- 
ceptable receipt. 


fogs 


By being included as an overclaim and as a part 

of all of the unobligated balance entered on 

line 5 of the current or a prior voucher and sup- 
ported by the required memorandum of explanation 
showing the nature and amount of the overclain. 

‘For example, the entry om line 4 for the March 
voucher is zero. This is due to the fact that no 
obligations of the association have yet been ap- 
peeves The entry on line 4 of the April voucher 

is $20.00, which is derived by subtracting from 

the an unt of obligations sapyroved for the month 

of March ($500.00) the amount of acceptable re- 
Ceipts which were submitted to the State office 
($480.00). The entry on line 4 for the May 

voucher is $65.00. This amount is derived by 
subtracting from the amount of expenses approved 

on the March and April vouchers ($1,100. 00) the 
amount of acceptable receipts which were submitted 
to the State office ($1,030.00), and by subtracting 
from the result so obtained the amount of overclaims 
which have been discovered since March 1, 1939 ($5.00). 
The entry on line 4 for the June voucher is $400.00, 
which is derived by subtracting from the total 
approved expenses ($1,500.00) the amount of acceptable 


[is 
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receipts submitted to the State office ($1,095.00), 


and by subtracting from the result so obtained 
the amount of all overclaims ($5.00). The entry 
for the July voucher is $400.00, which is derived 
by subtracting from the total approved expenses 
for months previous te July ($2,200.00) the 
amount for which acceptable receipts have been 
submitted to the State office ($1, 795 »00) and by 
subtracting from the result so obtained the 
amount of all overclaims ($5.00). The cohen on 
line 4 for the August voucher is zero, which is 
derived by subtracting from the total approved 
expenses ($2,200.00) the amount for which 
acceptable receipts have been obtained ($2,795.00) 
and by subtracting from the amount so obtained 
the amount of all overclaims ($5.00). 


Enter'on line 5 the difference between the entries 
ar iine Standvline4. ,..1f the entry on line O23 
larger than the entry on line 4, enter on line 5 

the result obtained by evbindcti ns the entry on 

line 4 from the entry on line 3. If the entry on 
line 4 is larger than the entry on line 3, enter 

on line 5 the result obtained by subtracting the 
entry on line 3 from the entry on line 4, such dif- 
ference to be preceded by a minus sign (-). Special 
care shall be exercised to determine that the entry 
on line 5 is correct and that if a minus sign (-) is 
necessary, such minus sien’(-) has been properly 
entered. An entry will appear on line 5 only when 
one or more of tne following situations exist: 


1. Collections have been made. 


2. Overclains have been discovered on Forms ACP-9 
and ACP-10 before payment was made. 


o. The check for a prior month has not been received. 
£ Form ACP-é te r the previous 
eS 


pr as oblig 


ati 
on copies of ti ACP-9 and ACP- 


the State office. If either of cases 1 or 2 
occurs separately, the entry will be 2 poss Bas 
figure. Whereas if 3 or 4 occurs wit ee re 
the entry will be preceded by a minus orn). 


“Where a combination of the situations accel 
under 1, 2, 3, and 4 exists, the entry may be 
either a woul tive fizure of a negative figure, 
depending upon the portion of the total entry 
attributable to each clause. In the example 
case there are entries on line 5 of the May and 


d to pay’ all 


H fos 


jeu. 
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‘fune vouchers. The $8.00 entry, on line 5, 

of the May voucher is due to a $3.00 collection 
and a $5.00 overclaim. The entry on line 5 of 
the June voucher is due to the $10.00 collection 
which was made and the failure to receive the 
$392.00 check for May expenses. The collection 
would make. a positive $10.0C and the failure to 
receive the check would make a negative $392.00, 
with a net result of a negative $382.00. 


Enter on line 6 the correct total of column 3 of Form 


. ACP-9 for the current month. 


Enter on line 7 the result obtained by subtracting 
.from the entry on line 6 the entry on line 5. If the 


entry on‘line 5.is preceded by a minus sign (-), the 
entry on line 7 will be equal to the sum of the entries 
on lines 5 and 6, disregarding the minus sign (-). For 


example, the expenses for May are $400.00 and there 


‘is an unobligated balance of $8.00, leaving a net 


total of $392.00, which represents the additional 
funds necessary in order to liquidate the indebdted- 
ness of tne association for all approved exoenses up 
to and including the month of May. It will be noted 
that when the June voucher was submitted to the State 

ffice, the check for May expenses had not yet been 
received in the county office, that a collection of 
$10.00 had been made, and that the unpaid obligations 
are $400.00, leaving an unobdligated balance on the 
June voucher of $382.00, preceded by a minus sign (-). 
This means that the association has a deficiency of 
$382.00 carried from the previous month and that the 
payments necessary to liquidate the obligations of 
the association will be $382.00 in addition to the 
June expenses. The expenses for June are $700.00. 
Therefore, the treasurer will need $1,082,00 to 
liquidate the expenses of the association. 


If the entry on line 5 is not preceded by a minus 


“sign (~) and exceeds the entry on line 6, the entry 
on line 7 should be the resnit obtained by subtract- 


ing from the entry on line 5 the entry on line 6, and 
entering a minus sign (-) in front of the result. 
Thus, if the entry on line 5 was $1,500.00 and 

entry on line 6 was $1,000.00 the entry on line 7 
should be $-500.00. 


SECTION XIII, 


A. 


nm BPs : 
/ 
1. Make no entries following the words "Approved for 
$ ' and over the words "State executive 
officer." 


m. When Form ACP-8 has been verified by the chairman or 
vice chairman, and by the secretary or acting secre- 
tary, they shall sign all copies of Form aCP-8 in the 
place provided for their signatures. 


n. Make no entries below the double line over the words 
"Payee must not use this space." 


Hrasures and Corrections. —-Allierasures or correc- 
tions appearing on Form ACP-8 on lines 1 through 7, 
inclusive, must te initialed by one of the persons 
certifying such form, a 


SUMMARY REPORT |; 


Procedure for Use of Form SR-County No. 1, Revised, Report by Programs 
of Collections and Expenses. 


1. Purpose. -— This form shall be used by the county association to 
report collections made ed estimates of expenses incurred in con- 
nection with the administration of each program during the month 
covered by the report. The date on Form SR-County No. 1, Revised, 
will be used in determining therate to be used in making deductions 
from payments for county association expenses. 


2. Preparation of form. -—- 


(a) Number of copies. -—- Prepare Form SR-County No. 1, in 
triplicate (original and two copies). 


(b) Heading of form. ~— Enter in the spaces provided there- 
for the name of the county and the State, date, voucher 
number, and the month covered by the report. 


(c) Body of form. -- Enter in column (b) the amounts col- 
lected opposite the applicable program. Enter in 
column (c) opposite each progrem listed in column (a) 
the estimated amount expended. Collections of crop 
insurance premiums or marketing quota penalties should 
not be reported in column (bj, Form SR-County No. 1. 


Transmit the original and one copy of Form Sk- 
County No. 1 to the State committee with Form ACP-8 
and related forms for the month, When the form is 
completed and approved in the State office, an ap- 
proved copy of such form will be returned to the 
county office. If the State office does not approve 
the distribution of expenses made by the county com- 
mittee as shown in column (c), the form that is returned 


B. 


is 


Comnodity Loan "Fees Collected During ne Month of 


to the county will show adjustments as made by the 
State office. 


Form §R-Gounty No. @4 and 2B- County Office Record of Farm 
Storage and Warehouse Storage Loan Fees Collected. 


1. These forms are for county office use only and should not 
be sent to the State office. See page 33 of this Associ- 
ation Manual. 


Form SR-County No. 3, Revised — "Memorandum Report of all 


1. Purpose. -- This form shall be used to report all collections 
of fees under wheat loans peat the period for which related 
ACP-8 is transmitted. 


2. Preparation of Form. — 


(a) Number of Copies. -- Prepare SR-County No. 3 in trip- 
licate (originel and two copies) in accordance with 
. foregoing instructions (See page 27). Attach the orig- 
inal and one copy to the related ACP-8. 


Form SR-County No. 4, Monthly Summary of Association Expenses by 
Objective Classification. 


1. Purpose, -- This form shal be used to report the : @istridation 
by eb. ostave-classification and by programs all expenses . 
incurred by an association and the deta shown thereon will 
be used in analyzing and comparing county office costs. 


2. Preparation of form — 


(a) umber of copies, Form Sk-County “Jo. 4 will be prepared 
in triplicate in the county office after expense state- 
ments Forms ACP-9 and ACP-10 have been completed. For- 
ward the original and one copy to the State office with 
the related Form ACF-8 and retain the other carbon copy 

_in the county office. The State office will return an 
approved copy to the county office. 


(bo) Heading: The person executing Forms ACP-9 and ACP-10 
will enter the name of the county and State, the month 
and year of the period covered by the report, and the 
voucher No. in the spaces proviced. 


(c) Body of form: 


(1) The person executing Forms ACP-9 and 10 will enter 
in column (3), on the same line with the spplicable 
designation, the total amount claimed on Forms ACP-9 


769 ~ 


and ACP+10 for each item listed in the Mehdi ianiee 
column AB. 


(2) Entér the correct total in column (3) and turn the 
form over to the county administrative assistant 
for SREPEE YOR cet j 


(3) Ths county administrative assistant will enter by pro- 
' grams his best estimate of an equitable division of the 
ial “3 expenses for personal services and the cost of the 
miscellaneous items. Collections should be carefully 
: distributed in order that credit will be given the pro- 
aes gram entitled thereto. The county sdrtnistrative as- 
sistant should mare certcain that each program ad- 
ministered by the county association bears its fair 
share of expenses for personal services and miscellaneous 

: expenses in connection with office space, telephone, 

" Soe: telegraph, postage, office supplies, equipment, and othe: 
miscelleneous expenses. If any equipment is rented or 
purchased specifically for use in connection with one 
program, all the expense of such equipment should be 
charged to such program, 


Upon completion of entries for each program the 
rs correct totals should be entered in columns (b) through 
(d} ané the sum of such total entries should agree with 
the total of column (j) and with the entry on line 7 of 
Form aCP~8, The form should then be signed by the chair- 
man and secretary of the county committee and serve as 
a medium for entries on Form $R-County No, 1. 


SECTION XIV. GRANTING ANNUAL LEAVE WITH PAY TO REGULAR EMPLOYEES OF 
COUNTY AGRICULTURAL CONSERVATION ASSOCIATIONS 


_The granting of ae of absence with pay to county association office 
, | employees shall be optional with the county committees. If leave is 
- granted, ‘the rules hereinafter set forth shall apply. 


; 1. Leave of absence with pay shall be granted only to regular office 
| $ he employees of county agricultural conservation associations. A 
. ih regular office employee means a person employed by the county com- 
mittee who works in the office of the county association and who 
has worked at least 120 days during a period of 6 consééutive 
calendar months. A person meeting the requirements of a regular 
office employee by working 120 days in any 6-month period shall, 
! for purposes of determining accrued leave after a 6~-month period 
is completed, be considered as having been a regular Se ape 


2. Leave of absence with pay shall not be granted in advance of being 


’ earned. 
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Leave of absence with pay shall be earned at a rate (fixed by the 
county committee) not to exceed one day of leave for each full 


month of service rendered by the enployee. 


Leave of absence with pay shall not be earned during any calendar 
month in which the employee's period of service is less than a full 
month of service, : 


A full month of service shall consist of at least 20 days! work 
during any calendar month; provided, that eny day for which the 
employee was granted leave with pay, or leave without pay because 
of illness, shall be considered. the equivelent of a day of work 
for leave purposes. 


Leave of absence with pay may be accumulated in an amount (fixed 
by the county committees) not to exceed 12 days. 


A person earns leave with pay while establishing a base but is not 
eligible to take such leave until the base has been established, 


(The term "base" means 6 consecutive calendar months subsequent to 


July 1, 1938, during which the person worké at least 120 days. ) 


A person who has established a base loses such base when he has 


_ been. in a leave without pay status for 6 consecutive calendar months 


or at any time prior thercto that the county committee determines 


that. such person is not longer a regular office euployee, 
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-A person having accumulated leave with pay must take such leave 
prior to being placed in a leave without pay status, 


Enployees of the county association summoned for jury service shall 
be required to take accrued annual leave or leave without pay for 
the time absent from official duty. 


County association employees may be granted. accumulated leave during 


the time they are in military training or they mey elect to be 
Placed on leave without pay while in military encampment. Accumu—- 
lated leave earned prior to entering military training will then be 
Suspended and credited to the employee upon his return, provided 
there is no break in service between the last day of nilitary train- 
ing and the date the employee returns +o pay status in the county 
office, (By returning to pay status, he may either return to 

actual duty or be placed on leave with pay, provided he has suf~- 
ficient leave accrued to his credit to be carried on leave, the 

day immediately following the last day of military duty.) 


The county committee shall provide for the maintenance of accurate 
employment and leave records in the county office in accordance with 
instructions issued by State office end shall be-made available to 
the State office upon request... County committees under the above 
Testrictions and linitations may grant leave of absence with pay to 
regular office employees. mt in »a case may leave be granted to a 
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menber of a count7r or community committee regardless of the vork 
which a comnitteenan maz  ,erforn. 
SECTION AV. CO:PSUSATION INSURANCE 
A. General. Officers, committeemen, and emvloyees of county azricultural 
conservation associations are entitled to the benefits of the United 
States Sizplo-vees Compensation Act, for injuries sustained while in the 


performance of official duties. 
B. The Compensation Act provides for: 


1. iiedical, surgical, and hospital service and supplies, ana transporta— 


(a) Treatment mist be obtained from United States medical officers 
and hospitals if practicable, if these are not available, taen 


- 


by physicians and hospitals designated by the Compensation Com- 
mission, a list of which will be found in the hands of the 
official superior or head of the establishment. ‘ere there 

is no designated physician or hospital, or United States medi- 
cal officer or hospital, any renutavle physician licensed to 


practice medicine, or ant hospital, may be employed. 


2. ioney benefits while disabled for work. 


(a) These will begin on the fourth day of cCisability, or if leave 
with pay is taken, then on the fourth day after pay stops, and 
continue throughout the entire period of disability. 


(b) If totally Gisabled, benefits to be at the rate of two-thirds 
of monthly yay (including valve of subsistence and quarters, 
if furnished), but not more than $116.55 nor less than 358.33 
per month, except when the monthly pay is less than $58.33, in 
wiich case the monthly comoensation shall be the full amount 
of the monthly pay. If partially disabled, benefits are to be 
at the rate of two-thirds of the loss of wage-earning capacity 
causec. by the injurv. If loss of wage-earning capacity is 


permanent, compensation is payable till death. 


dp  .curial expenses. 


if s e 7 s 2 * Sy 
(a) Burial expenses will be paid in an amount not exceeding $200 
i 


away from home station, if relatives desire it. 
4, iionev benefits in case of death. 


(a) Total compensation cannot exceed two-thirds of montnly pay of 
deceased, which monthly pay for comouting compensation shall 
be considered to be not more than $175 nor less $87.50, 


but the monthly commensation cannot exceed the monthly pay. 


Ge. 
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(tv) To widow or wholly dependent widower, 35 percent of monthly 
pay of deceased employee until death or remarriage; and, in 
addition, for each child under 18, 10 percent of monthly pay 
until death, marriage, or reaching the age of 18. 


25 percent of monthly pay. 


(d) To each additional child under 18, 10 percent -- 
To be divided among the children equally. 


To be paid until death, marriage, or reacning age 
of 18, to child's guardian. 


(e) Also compensation to parents, brothers, sisters, grand- 
parents, and grandchildren, for eight years, or until 
death,’ marriage, or reaching the age of 18, if dependent 
on deceased. 


(£) No. compensation is payable if the injury was caused by -- 
(1) Willful. misconduct. 
* 


(2) "Int 
(3) Inte 
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ion to bring about injury. 

(g) Compensation is paid from a fund created by the Act and desig- 
nated the "2mployees' Compensation Fund". No compensation is 
paid for the first three days of disability, nor for the first 
three days of disability following the expiration of annual or 
Sick leave, if taken. 


Reporting of injury. 


bia 


Accident to an employee while in the performance of duty should be 
reported immediately to the employee's superior officer who will 
obtain all pertinent facts of the injury and record them on Forms 
C.A. 1, 2, 35, etc. Unless notice of injury is given to the superior 
officer on Form C.A. 1 within 48 hours, or unless the immediate 
superior has actual knowledge of the injury, compensation may be 
refused. For reasonabie cause, the Commission ray accept later 
notice, but not more than one vee after the injury. All injuries 
wilt he reported Skee ae ic hcny tk slight and a record will be 

iis ae should ‘later result, the 
to Compensation. 


Designated physicians and government medical. establishments. 


Ls 


As the Compensation Act contemplates the authorization of medical 


treatment at Government medical establishments wherever available, 
it is imperative that injured employees be referred to such estab- 


lishments when located in the same town or vicinity. The Compensa~ 
tion Commission has designated some 4,000 surgeons (lists will be 


(c) To one child under 18, if there is no widow or dependent widower, 


fy | 
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furnished by the State office) to render medical treatment where Govern-— 
ment nedical establishsonts.arocnok availnbla .In* thé absence of 
Government medical facilities these designated facilities MUST be 
used. In locations where neither Government nor designated medical 
facilities exist, it is permissible to arrange for medical care by 
reputable private physicians. This does not include the use of 
osteopaths or chiropractors unless treatment. by such practitioners 
is recommended by the Government or designated physician. Mere 
Convenience or personal preference of the injured employee will 
not be considered sufficient explanation for the selection of pri- 
vate physicians or designated physicians in these localities where 
Government hospitals and dispensaries are available. 


2. The responsibility of the officer in charge does not end until an 
injured employee has been placed under the care of a Governnent or 
designated physician, and it is therefore necessary for the officer 
in charge to arrange, where possible, or transfer of ah injured 
employee from a private physician to a Government or designated 
physician when the disability is ex spected to require prolonge 
treatment. 


E. Forms. 


1. The State office does not have an adequate supply of the various 
forms to permit distribution to county offices. paral: when any 
accident or injury occurs, the necessary forms should be immediately 
requested from the State office. 


2. Care should be exercised that all reports are completely filled in 
and that necessary signatures are not omitted. No report will be 
forwarded before being thoroughly verified to insure that all re- 
petitive statements such as date, -day,-and time of injury, date 
employee stopped work, date pay stopped, Sacaihatn yay, and so forth, 
accord with the facts and are in exact agr nt with. previous re- 
ports, unless the. earlier renorts were erron easy in-which event 
the discrepancies should be explained. An entry even if it is 
"Does not apply" or "None" should be made in every blank. 


“3. Reports will be handled as expeditiously as practicable to prevent 
“““unnecéssary delay in the adjustment of claims and to promote the 
prompt payment of medical, hospital, and other bills. Maintenance 

of the goodwill of local physicians on whom the service is depend- 
ent in emergencies is of prime importance. Failure, for example, 

to give reasons for employing an outside physician when reports are 
first made will delay settlement of his bill whenever such omissions 
occur. 


4. The standard compensation forms in current use, wnich are numbered 
C.A. 1, 2, 3, 4, 16, 17, AD-136, and S-69, are em roloyed under the 
following general procedure: 


(a) 


(») 


(e) 


ae74 . 
Form C-A. 1. To be submitted in all cases of injury regardless 
of whether or not.a claim will be submitted. Prepare in trip- 
licate and forward original and first cony to State office with 
Form.C.A. 2 at the earliest feasible dave after the injury occurs. 


Form C.A. 2. To be submitted tn all cases of injury regardless 
of whether or not a Glaim will be submitted. Prepare in tripli- 
cate and forward original and first copy to State office. This 
form should ve signed by the county secretary or if the county 
secretary is the injured person, by the district fieldmen or 
Chairmen of the county committee. Particular attention should 
be given to the obtaining of statements on this form by 
witnesses or physicians. 


Form AD-136. To be submitted in all cases of injury regardless 
of whether or not a claim will be submitted. Prepare in quad- 
ruplicate and forward original and two copies to State office. 


Form C.A. 3. To be submitted only where the report of the of- 
ficer in charge on Form C.A. 2 indicates that the employee lost 
pay and does not show that he returned to work, or .in case of 
death. If the date of return to work or the date of termination 
of disability can be definitely stated in answering question 25 
on Form C.A. 2 {revision of June 15, 1929), no Form C.A. 3.is 
necessary; but otherwise it will be forwarded when total or par- 
tial disability terminates or in case of the employee's death. 
Poth the original and first carbon copy of this form should be 
sent to the State office. The second carbon copy should be re- 
tained in the county file. 


Form C.£. 4. To be submitted only in cases where an injured 
employee claims compensation for pay lost as a result of injury. 
The Compensation Commission is without authority to award any 
benefit uniess a claim is submitted within one year from date of 
injury. While instructions printed on this form provide for its 
filing within 60 days of date of injury, the Compensation Com- 
misSion may for good cause permit its filing at any time within 
one year. [In Considering the requirement of this form, distinc- 
tion will be made between lost time and lost pay. . Employees with 
leave privileges might lose working time without loss of pay, 
which information should sppear on Form S.A. 2. ‘The submission 
of claim, Form C.A. 4, when necessary, should not be delayed. 

The Compensation Commission desires to be ina position to make 
investigation, require medical examination, or authorize spec- 
ial treatment as may be deemed advisable, and has requested that 
this form be forwarded upon return to work, if disability termi- 
nates within 18 days; or at the expiration of 18 days from the 
date pay stops, if disability continues beyond that period. Every 
effort should be made to comply with the Compensation Commission's 
request. Prepare in triplicate and forward original and first 
Copy to State office. 
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(f) 


(g) 


(h) 
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Form C.A. 5. In the event of death of the employee in perforn- 
ance of duty, C.A. 5 will be completed in triplicate and the 
original and one copy forwarded to the State office. Yurther 
instructions will be sent at the time of receipt of the request 
for forms and notification of such death, which in this case 
should be by telegram. 


Form C.A. 16. 


(1) When an injured employee is sent to the United States hos- 
pital or dispensary to a designated physician for treatment, 
the physician or hospital will be given, by the officer in 
charge, a request for treatment, either on Form'¢.A. 16 or 
in the nature of a letter giving ths information called for 
on Form C.4. 16. This request will be drawn in triplicate 
and the original will be left with the physician or hospital 
authorities, and later, with copies of S-69 voucher, will 
be transmitted to the Commission through the State Agricul- 
tural Conservation Office. The first carbon copy will 
be transmitted through the State office with C.A. 1 and 
C.A. 2 to the Compensation Commission. The second carbon 
Copy should be retained in the county office files. The 
injured person should not pey for such services until it 
is definitely determined that the Commission will not ac- 
cept such charges. 


(23, Attention is particularly invited to the fact that employees 
are entitled to medical treatment under the Compensation 
Act only for injures sustained while in the performance 
of duty and for occupational diseases, that is, those show- 
ing direct causal relationship to the nature and conditions 
of the employee's work. Illness not due directly to the 
nature or condition of the employee's work and injuries 
not sustained while in the performance of: duty do not en- 
title the employee to treatment uncer the Act. 


ie 
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Tne mere fact that disease develops while the employee is 
in Government service cannot be accepted as sufficient 
basis for an award of compensation. The common diseases, 
such as colds, pneumonia, tuberculosis, typhoid fever, 
rheumatism, varicose veins, flat feet, and the like, which 
may be and usually are due to causes entirely outside the 
employment, can very rarely and only under most unusual 
Conditions be the basis of an award under the compensation 
law. 


(1) If there is doubt as to whether the disability of an 
employee is due to injury sustained in the performance of 
duty, the officer in Charge will send the emplo-ee to a 
United States medical officer with a "Request for Treatment? : 
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on the Compensation Commission's Form C.-A. 17. This form 
will be prepared in triplicate. The original will be handed 
to the physician from which service is requested. The first 
Carbon Copy will be sent to the State office with copies of - 
C. A. l and Cc. A. 2. The second carbon copy will be re- 
tained in the county files. If there is no United States 
medical officer available, the employee will be sent to a 
physician designated by the Compensation Commission, with a 
request on Form C. A. 17, as provided in paragraph 88 of 

the Compensation Commission's Regulations. The officer in 
charge will immediately report the case to the Commission, 
through the State Agricultural Conservation Office, explain- 
ing the circumstances and his reasons for doubt. In most 
field cases, the telegraph should be used for this purpose, 
preferably using night letter. The United States medical 
officer or designated physician to whom the employee is sent 
for treatment will in many instances be able to determine 
for the officer in charge whether the nature of the disa- 
‘bility with which the employee is affected is such that it 
Could have been caused by the nature or condition of work 
and whether, under the circumstances described, the injury 
is one which could be considered to have been sustained in 
the performance of duty. 


(i) Form §S-69. 


(1) The form entitled "Public Voucher for Service and Supplies 

of Hospitals and Physicians" is to be used when there is a 
claim for medical service or supplies as a result of a re- 
quest on.G. A. 16.0or C. A. 17) S69 in-.both the origina: 
and duplicate should be accompanied with the original C. A. 
16 or C. A. 17 which was handed to the physician at the 
time service was requested unless such form had already 
been forwarded to the State office for transmittal to 
Washington. 


SUMMARY : 


Um 


To review and summarize the instructions as they will apply to your 
association, the county agricultural conservation association secre- 
tary will explain to ail employees the provisions of the United 
States Employees' Compensation Act as outlined herein. All employees 
shall report injuries to the Secretary of the association on C. A. 1 
in triplicate. The county secretary will then fill out C. A. 2 in 
triplicate and C. A. 16 or C. A. 17, whichever is applicable, in 
triplicate, if medical care is mecessary. The original “orm C. A. 

16 or C. A. 17 will be left with the designated nhysician or United 
States hospital or dispensary at the time service is requested. 


The original and first carbon copy of C. A. li and C. A. 2 will be 
forwarded to the State Agricultural Conservation Office for trans- 
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mittal to Washington. The second carbon copies of C. A. 1 and C. A. 2 
will be retained in the county association files. The first carbon 
copy of COPA S16 er Cy AZ 17, whichever is applicable, will accompany 
the copies of the Forms C. A. 1 and Cc, 4, 2, to the State office if 
treatment is necessary. . . 


3. Medical bills should not be paid by the person receiving the medical 
attention, Such charges as are made by the designated physician will 
_,. be submitted on S-69-Public Voucher for Services and Supplies of 
.Hospitals and Physicians. This form is so constructed as to be com 
pleted in duplicate end both original and one copy. must be forwarded 
to the State office with the original copy of C, A, 16-or 0. A. 17. 


« 4. Following the termination of partial or total disabili ty, Form CGC. A. 
3 °should be completed and should accompany C. A, 4, if the injury 
caused disability for more than three days. Both ©. A, 3 and C, A, 4 
are to be completed in triplicate. The original and first carbon copy 
are to be forwarded to the State office for transmittal to Washington. 
The second carbon copy is to be retained in the county office file. 


5. In case of disability by the secretary of the coin tele n the perforn— 
ance cf official duty, the secretary should have filled out the 
necessary forms as instructed above, signing only ©. A. 1. The dis- 
trict fieldman may sign C. A. 2 and such other forms as require the 
superior's signature. 
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6, Injuries should be reported without delay both in the interest of 

the injured person and because the State office must report monthly 

all injuries sustained by employees of the county and State offices. 


SECTION XVI, DEDUCTIONS FOR ASSOCIATION EXPENSES 
A, Deductions for expenses and notice thereof. 


All or such part, as the Secretary of Agriculture may prescribe, of 
the estimated administrative expenses of the association may be de- 
ductec pro rata from any paymerts or logns made to members of the 

ah association in commection with any program with which the associa~ 
tion is concerned. 


mA B. Notice of county agricultural conservation association expense deduction. 
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1. A written notice (on a form prescribed by the AAA) of the percentage 
of the payment withheld to defray association expenses shall be de- 
livered or mailed to each applicant under the Agricultural Conserva~ 
tion Program when his check is delivered or mailed to him, Where 
Checks are delivered in person to applicant—payees, the notice shall 
be delivered at the same time. Where checks are mailed to applicant- 
payees, the notice shall be enclosed with the checks, It should be 
noted that Form ACP-109 is not required in connection with checks 
issued under the Sugar Programs or Parity Programs. A copy of this 
form is also to be delivered or mailed to each applicant who has 
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earned a payment but who does not receive a check because the total 
amount of such payment is issued to an.assignee or is applied against 
such applicant's indebtedness to the United States Government. 


2. The notice is to be delivered to every applicant whose name appears 


on the continuation sheets as a payee or assigner. Notices are not 
to be delivered to essignees. , 


3. Where an applicant has assigned his entire paynent, that is, ‘the 
nane of the applicant in a particular case appears on a continua- 
tion sheet in the "assignor coluan" and does not appear as applicant— 
payee for the same serial number in the "payee column", enter on the 
form beneath the notice a statement to the effect that no check is 
delivered therewith since the entire payment in the amount of 
$—~-2---- is being paid to ------—---_- -_-______, the assignee. 


4, Where the entire net paygent due an applicant is withheld in liquida~ 


tion of an indebtedness, enter beneath the notice a statement to the 
effect that no check is delivered therewith Since the entire payment 
in the amount of $-——- —-— is being applied toward the settlement 
of the indebtedness, 


5. Where a part of the net payment due an applicant is paid to his as- 
Signee or is withheld in liquidation of an indebtedness, that is, 
the name of the applicant appears on the continuation sheet in the 
"assignor coluan" and also nppears as applicant—payee under the same 
serial number, in the "payee column" enter on the notice a statenent 
to the effect that $--—-----— of the peyment is being paid to the 
assignee or applied toward the settlement of the indebtedness as 
the case may be. 


Treasurer's resoonsibility. 


Treasurers of county associations are designated by the Chief Disbursing 
Officer to make distribution of United States Treasury checks to the 
Payees listed on the voucher continuation sheets accompanying the Treas- 
ury checks, Association treasurers receiving the United States Treasury 
Checks are responsible for proper delivery of such checks, and in cases 
where the United States sustains a loss because of the delivery of a 
check, or by reason of wron; mailing address, to a person other than 


- the rightful payee or his suthorized agent, and such other person secures 
‘Payment thereon which cannot be reclained, the treasurer is personally 


liable for such loss. If a check is delivered by a person other than 
the association treasurer, and a loss results because of the check 
having been delivered to a person other than the proper payee or his 
authorized agent, the person making the delivery is responsible to the 
association treasurer, but this does not relieve the association t reas— 
urer of his personal liability to the Us. S. Treasury. 


SECTION XVII, DELIVERY OF UNITED STATES TREASURY CHECKS. 


ies 


General. 


1. Checks issued by the Treasury Departnent of the United States to 


#t 
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applicants under the agricultural conservation program and other . 
programs administered by the county association (except checks is- 
sued in connection with contracts executed pursuant to the various 
commodity programs in effect from 1933 to 1936) will be mailed by 
the regional disbursing offices, Division of Disbursement, Treasury. 
Department, directly to the treasurer of the county association for 


delivery to payees. Checks issued in connection with commodity con- 


tracts will be mailed by G, F,’Allen, Chief Disbursing Officer, 


Treasury Department, Washington, D, C., to the association treasurer. 


Receipt No, 1 on Form’ 1721 for checks mailed to the association 
treasurer must be executed and returned to the applicable regional 
disbursing office within 5 days from the date such ehecks are mailed 


to the association treasurer, and receipt No. 2 on Form 1721 covering 


such checks must be executed and returned within 21 days plus. time 
for transit. Checks must be delivered only to the payee in person, 
or in certaincases to his authorized agent, or mailed to him at 
his regular mail address, in accordance with instructions issued by 
the Division of Disbursement, Treasury Department, These instruc- 
tions will be in the form of letters of transmittal and ACP letters 
- signed .by the Chief Disbursing Officer, It is imperative that the 


treasurers of the associations study sich instructions carefully and 


strictly adhere to the vrovisions thereof. 


2. Checks should be delivered personally to the payee whenever practicable 
and receipt therefor obtained by having the payee sign on the voucher 
continuation sheet on the line in the space to the right of the payee's 
typed name. Signatures of payees by "KX" mark must be witnessed by a 


disinterested person, The continuation sheet should be retained in 
the county association office. aR 


3. In every case where the payee is not known personally by the treasurer 
of the association, his signature on the continuation sheet should be 
compared with his signature on the application before the check is re- 
leased to him, This precaution should eliminate deliveries of checks 


in the county office to persons other than the correct payees. 


4. In cases where an absentee landlord has authorized an agent in 
writing to receive the check for him, and the application is on 
file in the county office, the check may be delivered to the agent 
in person or mailed to him at his regular mail address. Before 
delivering or mailing a check to an agent, the signatures of the 
landlord on the authorization must be compared with the payee's 
signature on file in the county office. 


B.Form No, ACP-57, Receipt for Treasury Check. 


1. Purpose: In those cases where it is not practicable to deliver 
checks to the payee or his agent personally, such checks may be 
mailed to the regular mail address of the payee or his agent. In 

‘ all such cases Form ACP-57, Receipt for Treasury Check, shall be 
prepared and mailed in Treasury Department window envelopes, with 
the check, in order that a receipt for such check may be obtained. 


2. 
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The name and address of thepayee shall be typed in the space a 
vided therefor under the words "Receipt for Treasury Check" on 
Form ACP~57, and a carbon copy shall be made of the ee typed on 
Form ACP-57.. 


eee of and use of form: 


(a) The administrative number on the continuation gueet§ the check 
number, and the amount of the check shall be ‘entered on Form 
ACP-57 in the space provided therefor in the upper right-hand 
corner, Under the line showing the amount, the date of mailing 
shall be entered. . 


(b) On the-reverse side of Form ACP-57, the treasurer's name and 
the mailing address of the county agricultural cOnsertaae ae 
eogoctabion shall be typed or ee 


(c) The RA, aie of the data Sig drat: on’ eee ACP-57 shall be 
initialed. by. the treasurer and attached to the applicsahe< con- 
tinuation sheet. 

(d) Form ACP-57 shall then be placed in front of the check together — 
with a properly prepared Form ACP-109, and enélosed in a Treas- 
ury Department window envelope, with the name and address of the 
Payee showing through, ae wen 


(e) Gaon: receipt of Form ACP-57 from thepayee, such form shall be 
atlacked. to the applicable continuation sheet. ~~ wn 

bf). ieee navi cabie that the treasurer of the county Ageneiathert main-— 
tains an adequate supply of Treasury Department window envet ae 

~at all times, A supply thereof may be obtained by writing © 

directly to the assistant disbursing officer of the regional » 
disbursing office. The names and addresses of the assistant 
disbursing officers located in the Southern Region and the 
States they serve are as follows: 


Name : Address A States Served 


C. A. Wood : 101 New Federal Bldg.; Alabama, Florida, 


: Atlanta, Georgia ©.: Georgia, S.Carolina — 
T. H. Daley +: 320 Custom House : Louisiana, Mississippi : 
: New Orleans, La. . He “ ae 
R. E, Waters : U.S. Terminal Annex, : Arkansas, Oklahoma, 
; Sen poLlee, Texas pn : Texas ee = 8. 
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Register of indebtedness. 


The treasurer of the association shall not deliver a check issued pay- 
able to a person who is known to be indebted to the United States Gov- 
ernment by reason of an overpayment under any program of the Agricul- 
tural Adjustment Administration or by reason of a crop insurance premium 
advance or a grant of aid, if such indebtedness has not been set off 
from such person's payment. Such checks shall be returned to the Reg- 
ional Disbursing Office accompanied by a letter of explanation ‘as to why 
such check is returned. A copy of such letter shall be mailed to the 
State office. Checks for payees who are known to be deceased or incompe- 
tent shall be returned to the regional disbursing office accompanied by 
a letter of explanation prepared in accordance with the regular claims 
procedure (SRC-301). A copy of such letter shall be mailed to the State 
office. 


SECTION XVIII. USE OF U. S. MAIL SERVICE. 


A. iGeneral. 


B, 


C. 


The use of mail service without the payment of postage is a privi- 
lege granted to county associations under certain restrictions pre- 
scribed by the U. S, Postal Department. These restrictions very 
definitely limit the free use of mails to official business in 
which the Government is primarily interested. If at any time there 
is doubt as to the eligibility of the letter or material to be 
mailed free of postage it is advisable to pay the regular postage 
or submit the question to the State office for an opinion before 
mailing, 


Official stationery and signatures. 


1. All correspondence eligible to be mailed free must be written on 
stationery furnished by the A. A. A. or if mimeographed the heading 
must be an exact duplicate in form wording of the printed letterhead 
on the official stationery furnished by the A, A. A. 


2. Letters mailed free of postage must be signed either by the secre- 
tary, the treasurer, or a member of the county committee of the 
association, No other employee is privileged to use the franking 
privilege, The signature must be followed by the officia:. title 
of the person signing the letter or communication, In mimeographed 
letters the signature and title of the wrson signing may be placed 
on the stencil, 


3. Any official mail sent under the franking privilege may be mailed 
in sealed envelopes. 


Use of envelopes. 


No envelopes or mailing labels may be used for mailing without the 
payment of postage except those furnished by the A.A.A, Lt is 


D, Mailing lists. 


ligt 
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strictly contrary to and a violation of the regulations to have 
any envelopes printed locally. . All envelopes, mailing labels and 
post cards to be used in connection with the ete te: privilege 


_. must be requisitioned from the State office, Envelopes furnished 


I re ree er rE 


the county office Will have a dliank space in the upper left corner 
in which should be plainly stamped or written the name of the post 
office, and State from which the letter or other matter is mailed. 


This is to facilitate the return of the mail in event the person 


to whom it is addressed cannot be located. 


County associations are authorized to maintain mailing lists of mem- 
bers of the association to wnom officiel. correspondence may be 
mailed and care should be exercised to see that the addresses on 
these lists are corrected as may be necessary, Postmasters are 
authorized to coopervéts with the county associations in correcting 
these lists from-time to time In submitting mailing lists for 
correction the names and aadeaceee should be typed or addresso— 
graphed indivicually on cards approximately the size of a U.P 
postal card, one name to a card. | 


Any form or blank or any instructions relating to participation of 


the member of the associetion in any program or activity authorized 
by the A.A.A. may be mailed without payment of postage to any mem— 
ber of the association, but these mailing lists. must not be used 


_for any purpose other than RUS Neee: of the Government as adminis— 
tered by the association. 


. Weight of individual packages. 


The weight of packages that can be mailed under the. frank is limited 


_bo, four pounds and it is not permissible to divide:a shipment going 
to one acdress in order to avoid payment of postage. Under the re- 


striction samples of grain may be mailed to the official grading 
office by the county office. 


F, Reports required, 


he 


County offices making use of the franking privilege are required to 
keep an accurate record of all mail matter sent by the association 
or any of its officers and to file a report covering the same to 
the State office at the close of business on March 31, June 30, 
Setpember 30, and December 31 of each year. This report m must show 


the number and total weight of each of the following classes of mail 
matter. 


(a) Post cards on which the. one cent rate would apply if subject 
to postage charge. 


(bv) Letters and the material classed as first class. 


ee 


(c) Printed or duplicated matter weighing less than 8 ounces to 
the envelope or aoe 


Cay MALY matter weighing over 8. ounces and less Mien 4 pounds to 
which the fourth class {parcel post) rate would apply 


2. This report must be made on a prescribed form furnished on request 
and must be properly signed by the secretary or chairman of the 
county committee. It must be transmitted immediately after the 
expiration of the dates above mentioned. 


1 SSCTION XIX. PROPERTY. 
ons A. Equipment. 

\ 

1. In order for an association to take advantage of purchasing 
office equipment at the same price as Government- owned equipment, 
: the following type of letter must be prepared by the association 
_on their letterheads and forwarded to the State office in quadrup- 
licate: 
UNITED STATHS DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 

yf y Agricultural Conservation Program 
‘a Date 
Ne 

f The X. Y. GZ. Company, 
j ‘ Washington, D. C. 

Gentlemen: 
Please deliver and bill direct to the undersigned, . 

ted (County) Agricultural Conservation Association, (Address), 
- (State), at the earliest possible date tne following: 
- Gov't Item No. Quantity Description Unit Price 


I hereby certify that the equipment covered by this purchase 
order will be used by this association to carry out programs of 
the Agricultural Adjustment Administration. 


Very truly yours, 


} ee 


(Ghairman } 


(Secretary) 
APPROVED; .. Date. County A.C.A. 


TAdministrative Officer in Charge) 
APPROVED FOR PURCHASE: Date 


(Ass't to Director, Southern Division) 


The State office will be furnished with deta Senge of aati types 


of office furniture and equipment which can be secured by the 
county associations at the Government ccntract price. In the 


event the county association desires to purchase a certain piece 


of furniture or equipment, prepare a letter as provided in 1 
above listing only the auantity and description of the equip- 
ment needed. When the letter is reviewed by the State office 
the Government coutract number and unit price will be inserted 
before being forwarded to the Washington office for final 
approval. One covy of this letter will be returned to the 
county on which will be indicated approval or i of 
the purchase, 


B. Inventories and personal charges. 


Le 


Equipment purchased by an agricultural conservation association, 
as well as that transferred by former associations, is owned 

by the members of such association and must be accounted for to 

the A.A.A. in accordance with regulations governing instru= 

mentalities of the Government. It is essential, therefore, 

that inventory reccrds of alk non-expendable association- ousted 

property be maintained in all offices and that each item of 
quipment bear a number which will clearly identify it as 

belonging to the agricultural conservation association. 


When a cotnty agricultural conservation associ ation -purchases 
equipment, labels bearing property numbers will ve assigned 
to the county by the State office to be placed on the item 
purchased, regardless of whether or not such item bears a 
factory serial number. 


An inventory report of all property owned by a county agricul- 
tural conservation association shall be made on Decomber 31 of 
each year. These inventories shall include all items which 
bear county agricultural conservation association’ numbers, as 
well as items which are termed "Personal Charges", which do 

not always bear item numbers, i.e., celluloid triangles, Slide - 
rules, etc. This inventory will be prepared in triplicate on 
Poms P. & S, 24 and 24A. Forward the original and one copy 
to the State office and retain one copy in the county associa- 
tion file. 


srade-in allowances on Agricultural Adjustment Administration-omed 


typewriters. 


Only typewriters which have been in service three years and are 
owned by the Agricultural Adjustment Administration may be 
traded in on the purchase of new machines. In such cases the 
county assctlation must pay the difforanco botween the trade- 
in allowance and the purchase price or tho new typewriter. The 
following type of letter must be prepared by the association 

in triplicate and forwarded to the State office. 


a 
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UNITED STATES DEPARTMENT OF AGRICULTURE | 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
AGRICULTURAL CONSERVATION PROGRAM 


Property and Supply Section 
Division of General Service 
Agricultural Adjustment Administration 
Washington, D. C. 
Sirs: 
For some time there has been on loan to the . County 
Agricultural Conservation Association, State of 

typewriter, r inch, elite, no and 
Pais machine is now in a badiy worn Condition. It is, therefore, re- 
quested that this machine be replaced with the following:  _ 
typewriter, ; inch, elite type. 


eR 


Kindly make the necessary arrangements for the purchase of a new machine. 
“~e fully understand and agree to the terms of surchase in that this as- 


' sociation will be billed direct for the difference in cost above Govern- 


ment trade-in allowance. We hereby waive all claim to the Government of 
any ownership of the machine, either in part or entirety. 


For purposes of your inventory, all records as to serial number, model, 
type, and date received will be furnished you upon receipt of the machine. 
Invoices should ve forwarded to the secretary of the county association 
as 


Very truly yours, | 


Secretary, County Agri- 
cultural Conservation Ass'n. 


APPROVED: 


Administrative Officer in Charge 


Ass't. to Director, Southern Div. 


22 MOON 


2. An association shall not accept delivery of a new machine in ex- 
change for any machine located in the office that is owned by the 
Agricultural Adjustment Administration, without prior approval of the 
State office and the Washington office. Ai! claims for vurchase 
without prior approval of the State office will be disallowed. A 
typewriter or adding machine or any other equipment owned by the 
A.A.A. Cannot be sold or otherwise disposed of locally. 


3. Typewriters are the only machines which may be traded in under this 
procddure. 


Obsolete and surplus equipment. 


Property owned by a County agricultural conservation association which 
has become obsolete or surplus must be surveyed by the proper officials 
of the county association and a report submitted to the State office 
fully describing the property with the reasons why it is being declared 
obsolete or surplus. ‘fith the prior consent of the State office the 
property may be sold to the highest bidder and the proceeds received 
from any such sale shall be deposited in the resular association account 
and accounted for on Form ACP-8 in the regular manner. 


Lost, destroyed or stolen equipment. 
OSL, GESUFO Pb Oneh eCuipaeny 


l. Any equipment owned by the association which has been lost by an 
emplcyee must be replaced either by identical equipment or its cash 
equivalent. Any funds collected on account of lost equipment shall 
be deposited in the association account. When such losses occur, 
Deraieseenent should be obtained and the State office so advised. 


©. The State office should be immediately notified in cases where equip- 
ment has been lost, destroyed or stolen. Such cases will be investi- 
gated by a representative of the State office and he will prepare a 
detailed report of the circumstances. ‘Yhen property has been lost 
or stolen, the association should notify the police department, pawn 
Shops, and establishments dealing in used office equipment. State- 
ments should be secured from such establishments which Will enable 
the State office to expedite investigations in the matter. 


3. After the report has been compiled, it should then be forwarded to 
the proper officials of the State office to be reviewed. The State 


office will advise the assoCiation what action should be taken in 
such cases. 


General. 


1 Officials of county agricultural conservation associations are held 
accountable to the 4.a.A. for all equipment used in connection with 
the administration of the Agricultural Conservation Programs. Equip- 
ment for which associations are held accountable may be classified 
as follows; 


(a) Equipment owned by the AAA and loaned to associations for use 
in conducting the Agricultural Conservation Programs. 
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(b) Equipment owned by associations: 


(1) sadditent purchased by former commodity Control associ- 
a? ations (wheat » corn-hog and tobacco) and transferred, 
upon dissolution of those associations, to the custody 
of county farm agents to be used in furtherance of any 
agricultural program in which the producers having 
reunite in such ae might participate. 


Gey Seetaeent rirctaaed by the Be ae NTE Sos conservation 
associations, 


Equipment owned by the A.A.A. and loaned to associations remains 

the property of the Government. The treasurer of the association 
is the actual custodian of all agricultural conservation association 
property and at all times is held accountable for any equipment 
loaned by the A.A.A. or owned by the county association. Adminis-— 
trative expense funds of the association may be expended for the re- 
pair and maintenance of Government-owned equipment being used in 


“county offices in connection with association activities. 
SECTICN xXx, GENERAL ADMINISTRATIVE AND FISCAL FILES, 


General. 


Files of all administrative expense documents, personnel records, 
organization forms, and similar material should be set up and main- 
tained by the association secretary and treasurer in one filing 
cabinet (preferably one with a lock). 


Where a county office serves two or more associations the 
records for each association should be filed separately. 


Wiuereeee possible all documents should be fastened in the 


‘folders by Acco fasteners so as to avoid any possibility of 


being lost, 


“Arrangement of material, 
qt Ree Rae ee Mater Lat. 


PEEGRS & of Meeting of County Committee. —- 


(a). ty separate folder. should be teed for atioh "Committae* 
‘for the yast6 1926, 1937 and 1938, i.e., if a county commit- 
tee served from Boral 10 to the eolrovine February 20, all 
the minutes during this period should be filed in one "folder, 


(b) Beginning with the year January 1, 1939 this file will be on 
-a caidendar year basis,. The, only: exception to this is where 
a newly elected county committee holds its first organization 


ssa: RE as 


meeting prior to the time on which it officially takes office. 
The minutes of this meeting should be filed in the foléer for 
the following veriod, 


Le Appeals cases, 


A file should be maintained covering data and correspondence relating 
to cases in which a producer files an appeal to the State committee 


Concerning any decision rendered by the county committee. This file 
should include: 


(a) Copy of transcript of the hearing before the county committee 
concerning the case. 


(b) All correspondence relating to the case, 


(c). Copy of minutes of the county committee meeting considering 
the case a copy of formal decision of the county committee 
Signed by the respective members of the committee. 


5. Personnel: 


ses , . 
(a) Set up a folder for each major classification of personnel, 
i.e. County comuitteenan, community committeeman, office 
employees, Performance Supervisors and Reporters, etc. 


File all correspondence specifically related to personnel in 
the folders, 


4. Equipment and inventory records. 


(a) Folder 1. Correspondence with Stete office relative to 
purchase of equipment including letters approving the pur-— 
chase of equipment and copies of orders for equipment 
forwarded to the State office, 


(b) Folder 2, Correspondence with private concerns relating to 
purchase of equipment. ‘ 


(c) Folder 3. Correspondence relating to government-owned equip- 


ment loaned by the State office and inventory reports pertain-— 
ing to-same, 


(a) Folder 4. Inventory reports of association owned equipment. 


(e) Folder 5. Correspondence relating to personal charges of 
association and Government—owned equipment. 


5. Budgets and Budgetary Gentrol Records. 
(a) Folder 1 — Approved budget and supplements to budget. 
(b) Folder 2 ~ Budgetary control records, 


(c) Folder 3 ~ Miscellancous. 


ae te 


6. Monthly Expense Statement Vouchers, Receipts and Related Documents, 
(a) Folder 1 - Jamary. 
(b) Folder 2 -~ February. 


(c) Folder 3 — March. 
etc. 


o. 
- 


(a4) In the monthly folder for each month during which the associ- 


ation has incurred expenses there should be filed the follow- 
ing documents: (These documents should be arranged in the 
same order in which the statement of expenses is submitted to 
the State office.) 


: (1) Forms ACP-21 completely filled out and signed by each 
payee listed on forms AUP-9 and ACP-10 for salaries and /or 


travel expenses. 


(2) Duplicates of invoices, receipts, and statements support— 


| ing miscellaneous items listed on form ACP-9, 

“y (3) One copy of Forrs ACP-9, ACP-10, and ACP-8a. 

Oe 

rh (4) One copy of receipt Form ACP-11 reflecting original 


or carbon copy signature of individual payees and the 
signature of the treasurer. 


(5) One copy of SR-County No. 1, 5R-County No. 24, and 2B, 
SR-County No. 3, and SR-County No. 4. 


(6) Form ACP-37, in the event such form was executed by the 
State office. 


(7) ALL correspondence relative to the above-described forms. 
‘ .. . 7. Bank statements and canceled checks. 
aay (a) Folder 1 - Bank statement Morth of January, etc. 
(bo) Folder 2 - Bank statsment month of Fecruary, etc. 
(c) Folder 3 — Bank siatenmens month of March etc. 


(d) In the folder cortaining the monthly bank statement for each 
month thsre should be filed the following: 


(1) The monthly bank statement. 


(2) Certified copies of all deposit slips for all deposits 
made during the month covered by the statement. 


uw OO a 
(3) All canceled checks shown on the bank statement or having 
been paid during the month covered by the statement. 


(4) Debit slips or copies of debit slips évidencing charges 
made by the bank for services, 


NOTE: Diagram for arrangement of file folders read from the bottom of 
diagram up. ; 


CHART OF FILE ARRANGEMENTS” 


Se ie et Tn er rn 


pa ! 
ae ae = October 


‘Folder # April 

= - January 
See 7(d) in foregoing in- 
structions for items to 


_be filed in each folder 


ry 
See 6(d) of foregoing in- 
structions for items to 
be filed in each folder 


Folder #1 - Budgets, 
@ Approved copies of budgets, 
a ted metabo Budgets 


PL Inventory Re- 
ports of association-owned 
qui 

Folder #1 - Correspondence 
with State offices relative 
to purchase of equipment; 
letters of approval; copies 
of- orders for equipment 


Folder #4 - Performance 
seta aid and Reporters 


mitteemen 


YPolier fl - File alphabet- 


ically by ee a penerave 
f h 


front of the drawer, 


#12 - December 
Folder #9 - September 


Folder #11 - November 


erent tomnier Cover f= teeener 


/Aebier 2 Folder fo - June 
Folder #2 - February Folder #3 - March 


"BANK STATEMENTS AND 


f9 = Septenber _ 
Folder #0 - June 
Folder #3 - March 


fo - Correspondence © 
eer tne to goods owned 


orrespcendence 
with private concerns re- 
lating to purchase of 
equi 


loaned to counties by 
State offices and In- 
ventory reports off 


- Crop Insurance . 
Supervisors and adjusters 


6 = - Meetings for 


Folder #3 - Meetings for 
1938 


* Representation of one drawer in County Association Filing Cabinet. Bottom of cut represents 


